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Compucard by Rolodex® 
Quick Reference Card 


Keyboard Commands for 
Record Entry, Edit, and Review 


Cursor Movement Commands 


The pe commands move the cursor without affecting text. 


ae (CONTROL van — Moves Cursor Right 
or [CONTROL] mats) — Moves Cursor Left 
os {CONTROL} ie) — Moves Cursor Up 
[CONTROL] CONTROD 3} — Moves Cursor Down 
(CONTROL CONTRO) ,, (TAB) — Moves Cursor to Next 


Tab Stop 


NTROL} {A} ery 
\CO RO a oves Cursor Left to 


the Beginning of a 
Word* 


| CONTROL F — Moves Cursor Right to 
4 Vi \ inni 


the Beginning of a Word 


RETURN — Moves Cursor to the 
/ \ 


Beginning of Next Line 


ego 


= 
= 


Deletion Commands 


The following commands may be used to delete text. 


— Deletes Character, 
(CONTROLS | ) racter 


Closes Line 


DELETE — Deletes Character at 
‘ \ 


Cursor Position 
CONTROL}){_T }- — Deletes a Word 
t \ ema N : 
3 — Delet Li 
{CONTROL} eletes a Line 
CONTROL B — Deletes from Cursor to 
{CONTROL} (_B } 


End of Card Area and 
from Cursor to End of 
Codes Brackets on 
SELECT CODES 


"Apple Ile only. screen 





Insertion Commands 


The following commands are used to insert text or aa lines 
into existing text. 


CONTROL Aw) — Controls Insert Mode” 

4 \ 4 
: — Inserts a Blank Line | 

{CONTROL} nserts a Blank Line 


Data Manipulation Commands 


The following commands are used to manipulate lines and to 
control data entry into the zyp cee ee 


[CONTROL } CONTROL} {_w_} ne Exchanges Lines Up 

/ \ \ | : 
CONTROL — Exchanges Lines Down 
4 a \ 

eNO {0 } — Stores the Zyp 


Template for Later Use 


ait Templat 
a oS Recalls Zyp Template 
{CONTROL} { R_} — Tabs Cursor to Next 


Colon on Zyp Template 


Progress 


List Review Commands 


The following commands can be helpful in searching through 
names on a list during the “review/edit” process. 


1 or — Moves Cursor Up One 


Name in a List 


} ae — Moves Cursor Down 


One Name in a List 


— Moves Down 1% of a 
4 XN \ 


List* 
N | Se ; 
ICONTROLS Moves Up 1% of a List 
{CONTROL} — Moves Down One 


Screen Listing 


{CONTROL} {_R } — Moves Up One Screen 


Listing 


“Apple Ile only. 
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Software Program Warranty 


Rolodex Corporation, Software Ventures, Inc. and The 
Software Works warrant and represent that the software 
program licensed hereunder shall conform in all material 
respects to the functional specifications for such pro- 
gram for a period of ninety (90) days after the date of pur- 
chase (the ‘‘Warranty Period’’). Software Ventures, Inc. 
shall correct at no additional charge to the purchaser any 
material deviations from the Functional Specifications 
discovered during the Warranty Period. The purchaser 
should return the product containing the defective soft- 
ware program to Software Ventures, Inc. at the address 
indicated herein and specifically indicate the defect in the 
program. The product with a corrected or replacement 
program will be returned promptly. Software Ventures, 
Inc. shall not be responsible for correcting material devia- 
tions from the functional specifications which are due to 
machine failure, operating software failure, improper 
preparation of input data or which cannot be reproduced 
on properly functioning equipment. 

ROLODEX CORPORATION, SOFTWARE VEN- 
TURES, INC. AND THE SOFTWARE WORKS MAKE 
NO WARRANTIES, EITHER EXPRESSED OR 
IMPLIED, WITH RESPECT TO SOFTWARE WORKS 


FORTH OR COMPUCARD, THEIR QUALITY, PER- 
FORMANCE, MERCHANTABILITY, RESULTS THAT 
MAY BE OBTAINED BY USING THE SOFTWARE 
WORKS FORTH OR COMPUCARD OR FITNESS FOR 
ANY PARTICULAR PURPOSE OTHER THAN THE 
WARRANTY SET FORTH ABOVE. SOFTWARE 
WORKS FORTH AND COMPUCARD ARE LICENSED 
FOR USE ONLY “AS IS” FOR PERSONAL USE OF 
THE PURCHASER OF THIS PRODUCT ONLY AND 
MAY NOT BE SOLD, LEASED, SUBLICENSED OR 
USED FOR ANY OTHER PURPOSE. EXCEPT AS 
PROVIDED IN THE WRITTEN WARRANTY, ROLODEX 
CORPORATION, SOFTWARE VENTURES, INC., OR 
THE SOFTWARE WORKS WILL NOT BE LIABLE FOR 
DIRECT, INDIRECT, INCIDENTAL, OR CONSEQUEN- 
TIAL DAMAGES RESULTING FROM ANY DEFECT IN 
SOFTWARE WORKS FORTH OR COMPUCARD, 
EVEN IF ROLODEX CORPORATION, SOFTWARE 
VENTURES, INC., OR THE SOFTWARE WORKS, HAS 
BEEN ADVISED OF THE POSSIBILITY OF SUCH 
DAMAGES. 


Disc Warranty 


Rolodex Corporation, Software Ventures, Inc. and The 
software Works warrant and represent the magnetic disc 
on which the software program is recorded to be free © 
from defects in materials and workmanship under normal 
use and service for a period of ninety (90) days from the 
date of purchase. THERE IS NO WARRANTY OF MER- 
CHANTABILITY OR FITNESS FOR A PARTICULAR 
PURPOSE. If during this ninety (90) day period, a defect 
in the disc should occur, the disc may be returned to Soft- 
ware Ventures, Inc. at the address indicated.herein and 
Software Ventures, Inc. shall replace the disc at no cost to 

you. The sole and exclusive remedy in the event of a 


defect is expressly limited to replacement of the disc as 
provided above. If the failure of the disc has resulted from 
accident, abuse, or misapplication of the disc, then Soft- 
ware Ventures, Inc. shall have no responsibility to replace 
the disc under the terms of this limited warranty. IN NO 
EVENT SHALL ROLODEX CORPORATION, SOFT- 
WARE VENTURES, INC. OR THE SOFTWARE 
WORKS BE LIABLE FOR CONSEQUENTIAL, INCI- 
DENTAL OR INDIRECT DAMAGES RESULTING FROM 
~A DEFECT IN THE DISC. 


Software Ventures, Inc. 
465B Fairchild Drive, Suite 204 
Mountain View, CA 94043 


IMPORTANT: This Warranty Registration Card must be 
completed and returned to establish your | 
eligibility for the Software Program War- 
ranty described above. 


| Warranty Registration Card 








PAE ee ee ee 

Company 

POOKESS 2 ee Cily State Zip 
Phone( ___s+) 7 

Store Name... Dale af Purchase 


Purchased for 0 IBM®/PC (Apple® Te O Other 


(al Magazine 11 Catalog OC Other 
What is your principle use for Compucard? 
11 Personal © Business (Other 


_ {| . What other Rolodex Products do you use? 


| 

| 

| 

| 

] How did you learn about Compucard? 
| 

| Other Comments 

| 

" 


BUSINESS REPLY CARD 


FIRST CLASS = PERMIT NO. 154 =SECAUCUS, N.J. 


POSTAGE WILL BE PAID BY ADDRESSEE 


ROLODEX CORPORATION 


245 Secaucus Road 
secaucus, New Jersey 07094 


NO POSTAGE 
NECESSARY 
IF MAILED 


IN THE 
UNITED STATES 
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Technical Support Center 
Call Toll Free...800-257-3939 


(Except Alaska, Hawaii and New Jersey) 
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Copyright 


Compucard and The Compucard User’s Manual are copyrighted, 1983, 
by Rolodex Corporation, Software Ventures, Inc., and The Software 
Works. All rights are reserved. The document may not, entirely or in 
part, be copied, photocopied, reproduced, translated, or reduced to any 
electronic medium or machine-readable form without prior written 
consent of Rolodex Corporation, Software Ventures, Inc., and The 
Software Works. 


Trademarks 


The Software Works name and logo are trademarks of Software 
Ventures, Inc. Apple Ile, Apple II, Apple II Plus, and Apple Dot Matrix 
Printer are trademarks of Apple Computer, Inc. Rolodex is a trademark 
of Rolodex Corporation, an INSILCO Company. Epson MX-80 is a 
trademark of Epson America, Inc. NEC 8023A is a trademark of 
Nippon Electric Co., Ltd. SMARTERM is a trademark of Advanced 
Logic Systems. Thunderclock is a trademark of Thunderware, Inc. 


Trade Secrets 


This documentation and the accompanying diskette contain information 
considered proprietary and confidential by Software Ventures, Inc. It is 
disclosed to the Licensee only under the terms and conditions of the 
included license agreement and during the term of said agreement. 


Disclaimer 


ROLODEX CORPORATION, SOFTWARE VENTURES, INC. AND 
THE SOFTWARE WORKS MAKE NO WARRANTIES, EITHER 
EXPRESS OR IMPLIED, WITH RESPECT TO SOFTWARE WORKS 
FORTH OR COMPUCARD, THEIR QUALITY, PERFORMANCE, 
MERCHANTABILITY, RESULTS THAT MAY BE OBTAINED BY 
USING THE SOFTWARE WORKS FORTH OR COMPUCARD, OR 
FITNESS FOR ANY PARTICULAR PURPOSE OTHER THAN THE 
WARRANTY SET FORTH ON THE REGISTRATION CARD. 
SOFTWARE WORKS FORTH AND COMPUCARD ARE LICENSED 
FOR USE ONLY “AS IS” FOR PERSONAL USE OF THE PUR- 
CHASER OF THIS PRODUCT ONLY AND MAY NOT BE SOLD, 
LEASED, SUBLICENSED OR USED FOR ANY OTHER PURPOSE. 
ROLODEX CORPORATION, SOFTWARE VENTURES, INC., OR THE 
SOFTWARE WORKS WILL NOT BE LIABLE FOR DIRECT, INDI- 
RECT, INCIDENTAL, OR CONSEQUENTIAL DAMAGES RESULTING 
FROM ANY DEFECT IN SOFTWARE WORKS FORTH OR 
COMPUCARD, EVEN IF ROLODEX CORPORATION, SOFTWARE 
VENTURES, INC., OR THE SOFTWARE WORKS, HAS BEEN 
ADVISED OF THE POSSIBILITY OF SUCH DAMAGES. 
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Preface 


The Compucard User’s Manual is organized into six chapters and three 
appendices. A quick reference card is also included. 





Chapter 1 provides a brief overview of the special features of 
Compucard and an introduction to menu-based software. Important 
terms you will encounter when learning to use the program are 
introduced. 


Chapter 2 describes preliminary operations you must perform before 
using the program: equipment needed, how to create a working copy 
of the Compucard diskette, how to create a utilities diskette for 
copying your work onto back-up diskettes, how to set the card size 
and print mode you will use for printing your Rolodex cards, how 
many records you can store on your Compucard diskette, and the 
procedures to follow to protect your work. In Chapter 2, a sample 
card set is created to use in exercises throughout the manual. 


Chapter 3 includes two practice exercises to prepare you to use 
Compucard. The first exercise gives you practice in using simple 
editing commands. The second is an advanced screen editing 
exercise. 


Chapter 4 details the filing procedures necessary to enter, update, 
and search for names in your card set. Using the sample card set, 
you will have a chance to practice all of the filing operations of 
Compucard in Chapter 4. 


Chapter 5 explains the Compucard printing process. It outlines 
procedures for selecting several categories of names to print from 
the sample card set. When you have completed Chapter 5, you will 
have had experience with all of the basic elements of Compucard. 


Chapter 6 offers suggestions for setting up your own card sets. It 
will help you apply the principles learned using the sample set to 
your own card sets, including designing a useful coding system for 
your operations and performing complex card subset selections. 


Appendix A is a technical guide for those who want to customize 
parts of Compucard for use with special hardware. 


Appendix B is a flow chart of the Compucard screen sequence. 


Appendix C is a guide to the keyboard commands. 


The quick reference card summarizes the keyboard commands. 
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How to Use This Manual 





The Compucard User’s Manual is intended to help beginners learn 
the features of the Compucard program quickly and thoroughly. 
The text was written especially for novice personal computer users. 
If you are a newcomer to computers and unfamiliar with “menu- 
based” software, you will want to read through the entire manual 
from start to finish without skipping around. You will also want to 
practice the activities you read about by creating and using the 
sample card set introduced in Chapter 2. Special “How To” 
exercises using the sample set are included to give you first-hand 
experience with Compucard before you create your first card set. 


If you are already an expert user of menu-based software, you may 
not want to take the time for all of the “How To” exercises in the 
manual. However, be sure to read about planning your card set and 
creating a coding system in Chapter 6 before you begin to enter 
names into your own card set. Also, review the section in Chapter 5 
on selecting a subset of cards to print. Otherwise, skimming the 
manual’s narrative portions and reading the exercises about the 
sample card set will give you an idea of how Compucard works. 
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Chapter 1 
Introducing Compucard 


Compucard is a computer program that makes it easier than ever to 
keep Rolodex® card files accurate and up-to-date. With Compucard 
you can organize your Rolodex® cards alphabetically, or in any other 
order you choose. And Compucard gives you new ways to use your 
Rolodex® file. You can maintain a name and address roster of clients 
or contacts. Or, you can use Rolodex® cards to keep other important 
information on hand, such as inventory control data, notes on sales 
prospects, a catalog of periodicals, or even outlines for speeches and 
presentations. 


This chapter of The Compucard User’s Manual describes some of the 
special features of Compucard. It also gives an overview of the basic 
elements and functions of the program and briefly describes the way 
“menu-based” software works. 


Special Features of Compucard 


Compucard has a variety of powerful features that make creating and 
updating a Rolodex® card file with your computer faster and simpler 
than with a typewriter. These features are: 


Rapid Printing 


With Compucard you no longer have to spend valuable time retyping 
entire files of Rolodex® cards. Once you have typed card information 
into the computer, you can quickly print as many sets of your 
Rolodex® card files as you need. Since you can provide important 
cards to everyone in your organization, you won’t have to search 
through every file in the office to find a card you are looking for. To 
update an address or other item of information, you simply make the 
correction in the computer and reprint as many copies of the corrected 
card as you want. 


Free-Form Card Format 


Regardless of the information you decide you want to print, you control 
how your cards will look, because Compucard lets you design your own 
card format in whatever way you find useful. You also have choices 
about card size and print mode, whether normal or condensed, each 
time you give the computer the specifications for a new card set. 





The Zyp Template 


With Compucard you can also create master cards, or templates, in any 
format you need. If you choose to use the zyp template feature, you 
are sure to remember to enter all the data you need on a card. And 
your Rolodex® cards will be uniform in appearance. More about the 
zyp template is explained in Chapter 4. 


Powerful Full-Screen Editor 


You use editing commands such as those used in popular word 
processing programs when you enter or change information in your card 
set. Correcting errors and updating cards is simple with the Compucard 
full-screen editor. You will have a chance to practice all its features in 
Chapter 3. 


Date Stamps 


Compucard date stamps each card at the time you type it into the 
computer, and each time you update it. The date stamps help 
determine when cards are obsolete, and the system lets you print 
updates for selected cards added or changed after any date you 
choose. 


Dual Indexing 


Regardless of the number of cards in your card set, each new entry is 
automatically indexed under two “file tabs” of your choice. For 
example, you might find it useful to have a surname file tab and a zip 
code file tab. In that case, the surnames would be printed in 
alphabetical order; the zip codes in numerical order. When you print 
your set of Rolodex® cards, you can print in either order. You could 
also print a card set in each order and keep them both in the same 
Rolodex® file for easy reference by either file tab. 


To locate a particular card in a card set when you want to update or 
delete it, you search for it by its file tabs. Suggestions for assigning your 
own file tabs are offered in Chapter 6. 


Flexible Select Code System 


Unlike many computerized filing systems, Compucard does not restrict 
you to a limited number of criteria for selecting a subset of cards to 
print. You can assign codes to meet your own needs and then select 
subsets based on nearly limitless code combinations. Compucard’s 
flexibility lets you, and not the computer, control how you work. 











The Basics of Compucard 


The basic elements of Compucard are records, card sets, and printed 
cards and lists. They are shown on the chart that follows. In the coming 
chapters, you will find details on all the topics mentioned here. For now, 
keep these brief definitions in mind as you learn the fundamentals of 
the program. | 


Records 


A record is all the information you type into the computer about one 
person, organization, or topic, as well as the data Compucard uses to 
store and retrieve that information. You can think of a record as all the 
information shown on one card. You create a record by typing the 
important data you want to have on hand plus two file tabs. You may 
also use up to ten select codes. The amount of information a record 
can hold depends upon whether you are using 2-1/4" x 4" or 3" x 5" 
Rolodex® cards and on the print modes available with your printer. 
See Chapter 6 for details. 


The Card Set 


A card set is made up of the individual records you create. The 
maximum size of your card set (the largest number of records, or cards, 
it can contain) depends on the size of the Rolodex® cards you want to 
use, on the print mode you select, and on the capacity of mass storage 
available to your computer. Chapter 6 has details. 





t 


Printed Cards and Lists 


Compucard can format and print your records on two sizes of 
continuous-form Rolodex® cards and in summary lists. If your printer 
supports a condensed print mode and is compatible with Compucard, 
you can also choose to print in condensed characters so that more 
information will fit on each card. You can print all the cards in your set 
or only selected ones. Compucard will also print a summary list of all, 
or only selected, records in a card set. 





The Operations of Compucard 


The three operations you will perform with Compucard are set up, 
filing, and printing. Each operation is covered in detail in this manual. A 
brief introduction to each follows. . 
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SSKJD 90385 3/22/82 9/30/75 Jsfij Ptifd 

JJAUF  93855.—-8/01/89_—-2/30/74_ Rigyj Pkifd 
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ASL.J 28553 1/11/88 2/30/75 Rsdfj Csadf 
JFUFJ 09583 9/21/85 4/30/74 Kdfgh Dadfd 
ASLDI 27557. 5/18/89.-—-3/30/73. Aaljf Nsakd 
UEJIR 74773. 3/31/84 2/30/72 Zsfy) Bkahd 
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Set Up 


Compucard set up involves the information and instructions the 
computer needs to get the program started and to perform its filing and 
printing functions properly. The set up processes include disk copying, 
selecting the card size and print mode you want to use, assigning file 
tabs to your card set, and reserving space on your diskettes for the 
number of records you want to store. 


Filing 
Compucard’s filing features store and index the records you type into 


the computer. Filing procedures also allow you to look up a record to 
update or delete. 


Printing 


Printing operations let you: choose between printing Rolodex®cards or 
a summary list, decide on which records to print, specify the order in 
which you want to print them, and adjust alignment. 


Compucard Menus and Screens 


Compucard is a “menu-based” computer program. Menu-based 
programs display lists of options on your computer’s screen. You select 
the task you want to perform from the list, or “menu,” and type its 
number on your keyboard. Often your choice leads to another menu of 
more detailed choices. 


For example, the first screen of Compucard shows the title of the 
program. This WELCOME! screen also instructs you to press the 
RETURN key to continue. When you do, another screen appears with 
more instructions on how to proceed. Many of the Compucard screens 
you encounter later show you a list of several procedures to choose 
from, along with instructions for performing them. 


Here is a typical Compucard screen. 


MAIN MENU Compucard 
The current set is: SAMPLE 
90% Full 450 Records 
2-1/4 x 4 Cards Normal Printing 
Press: 


1 for FILING 

2 for PRINTING 

3 to CHANGE card sets 
X to EXIT Compucard 


Keeping this overview of the program in mind, read on to learn how to 
set up and use Compucard. 








Chapter 2 
Setting Up Compucard 


Before you can start using Compucard to computerize your Rolodex® 
cards, there are some preliminary steps to take. In this chapter you will 
learn: 


= The equipment you need to run Compucard 

= How to make a working copy of your Compucard diskette 

= How to create a diskette containing tools for copying files and 
entire diskettes | 

= How to reserve space on your working copy diskette for a 
sample card set 

= How to set the card size and print mode you will use for 

, printing the sample card set onto Rolodex® cards 
= Pointers on backing up your work 





Some of the set up operations of Compucard may sound rather 
technical in nature, however, they are simple to perform using the 
program’s menus and this manual. You will perform the set up 
procedures on a sample card set in this chapter, so that when you 
make your own set, you will have had experience with “menu-based” 
software. 


Read through this chapter carefully and follow steps in the “How To” 
exercises exactly as described. They are the same procedures you will 
use each time you create a new card set and when you copy diskettes. 


Equipment You Will Need 


_ Compucard is designed to make your work as simple as possible. This 

See manual explains how to use the program, but it assumes that you 
already know how to operate your computer and your printer. If you 

a do not, refer to the instruction manuals provided with your equipment. 


= The manual also makes some assumptions about your equipment. It is 
— written with the Apple Ile user in mind, but the program will also run 
on a 64K Apple II or Apple II Plus. There are minor keyboard 
— differences among the three computers. These differences are presented 
| in Chapter 3. : 


ae Another requirement is that you have at least two disk drives attached 
to your Apple system. You must also have an 80-column card installed 
= in your computer. You may use either of the Apple Ile 80-column cards 











produced by Apple Computer, Inc. or a SMARTERM 80-column card 
from Advanced Logic Systems with the Apple II or Apple II Plus. Some 


Compucard functions are not available when using the SMARTERM 
80-column card. 


The final assumption is about your printer. If your printer has 
condensed print capability, you may take advantage of Compucard’s 
condensed print mode. Using a printer with condensed print capability 
is not required for successful operation of Compucard, but it increases 
the program’s versatility. Refer to your printer’s operating manual if 
you are unsure about its print capabilities. 


To use Compucard you need: 


= An Apple Ile, or a 64K Apple II or Apple. II Plus Computer 

# Two floppy disk drives 

# A tractor-driven printer, with appropriate interface to the 
computer installed in slot 1 

= Kolodex® continuous-form cards, 2-1/4" x 4" (catalog no. 
C24CF for 1000 cards or no. C24CFD for 500 cards) or 
3" x 5" (catalog no. C35CF for 1000 cards) 

# An 80-column card, firmware-compatible with the Apple Ile 

80-column card, installed in slot 3. A SMARTERM 80-column 

card should be used with the Apple II or Apple II Plus. 

Your Compucard master diskette 

Blank diskettes 

The Apple owner’s manual provided with your system 

Your printer’s Operating manual 


If you have not already done so, set up your Apple computer according 
to your owner’s manual and your printer according to its operating 
guide. Your computer system must be ready to use in order for you to 
complete the exercises in this chapter. 


Compucard Diskettes 


Along with this manual, the Compucard package includes a master 
diskette containing six files that make up the Compucard program and 
two files containing the ProDOS operating system and its system 
utilities. (ProDOS is a new, extended operating system created by 
Apple Computer, Inc. for Apple II’s and Apple Ile’s.) For your 
protection, we suggest you make a working copy of the Compucard 


master diskette for everyday use, and store the master diskette in a 
safe place. 
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It is necessary that you use your Compucard working copy diskette and 
a second formatted diskette as a pair to store the records that make up 
your card set. The working copy diskettes, and not the Compucard 
master diskette you received in this package, will be referred to 
throughout this manual unless otherwise noted. 


The following sections describe the steps in creating a Compucard 
working copy diskette and a diskette to use when you want to make 
backup copies of your working diskettes. 


Making a Working Pair of Compucard 
Diskettes 


In the exercise that follows, you will make a working copy of the 
Compucard master diskette, and a second formatted diskette to use for 
record storage. For proper operation, Compucard requires that you 
always use a working copy and a second formatted diskette together as 
a pair. 


In addition, you will also create a diskette containing tools that will 
allow you to make backup copies of your work. Making this diskette is 
optional, but if you create it, you will avoid excessive use of the 
Compucard master diskette. At the end of this chapter you will learn 
more about procedures for routinely backing up your work using this 
diskette. 


Before you begin the procedures described below, you should know the 
files that are on your Compucard master diskette. They are: 


# ROLODEX.SYSTEM (For proper operation of Compucard, you 
should never rename this file.) 

# ROLODEX.ROOT (A second file required to run Compucard, 
ROLODEX.ROOT should never be renamed.) 

= RDXCTRL (This is the abbreviated filename for the Rolodex® 
Control File.) 

® RDX1.OVR, RDX2.OVR, and RDX3.OVR (These are program 
overlay files required for proper operation of Compucard.) 

=» PRODOS (The ProDOS operating system is contained in this 
file.) 

m FILER.SYSTEM (This is the file containing the system utilities 
of ProDOS.) 


First, you will copy the Compucard master diskette using the VOLUME 
COPY utility. The system will automatically format this diskette for 
you. After you have copied the diskette, you will delete one file, 
FILER.SYSTEM, to allow maximum storage space for your Compucard 
records. 








You will also format a diskette to use together with the working copy to 
run the Compucard program. This diskette will store most of your 
Compucard records. 


You will also create a third diskette, for backing up your work. It will 

contain two files, PRODOS and FILER.SYSTEM, that will allow you to 
make backup copies of diskettes without using the Compucard master 
diskette every time you copy. 


Complete instructions are given in the “How To” exercise that follows. 
During the formatting and copy processes, pay close attention to the 
messages displayed on your computer’s screen. 


The functions you will perform in the exercise are also explained on 
Tutor screens accessible from each ProDOS menu. If you need help, 
you can press the question mark (?) key for information. New terms 
that are essential to performing the exercise are explained as you 
encounter them. 


How To Make a Working Copy Diskette 


1 INSERT your Compucard master diskette in drive 1 and either 
a blank diskette, or one with data you no longer want to keep, 
in drive 2. The formatting and copy processes you are about to 
undertake will erase any information on the diskette. Close the 
disk drive doors. 


2 TURN ON your computer. The first screen you will see is a 
menu containing five options. The first option you will use is the 
Tutor to read definitions of the choices on this first menu. 


3 press4? } to display the Tutor listings for the first menu. 
NOTE: Just as on a typewriter, you must hold down the SHIFT 
key while you press the ?. Read the Tutor screen. 


PRESS} RETURN .for more tutoring. 


PRESS {ESC} to return to the first menu when you have 
finished reading. You can always receive help from the ProDOS 
starting menus by pressing the ? key. 
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In the next steps you will use the Volume Commands and File 
Commands menus. (“Volume” is a general term for storage 
media, and in this case, means a floppy diskette.) With the 
Volume Commands you will copy the Compucard master 














diskette, and with the File Commands you will delete the file 
called FILER.SYSTEM. Once you have performed these steps, 
you will have a working copy diskette. 


PRESS from the first menu to choose the Volume 


Commands menu. 


PRESS to start the copy process. 


8 LOOK AT the next screen. It asks for information on the slot 
where your disk controller card is located, and for the drive 
locations of the original diskette and the blank, new diskette. 


Most Apple users have their disk drive controller card in slot 6 of the 
computer, so the program assumes this is the case with your system, 
and automatically supplies a 6 for you to accept. You may also change 
the number, in the event that your controller card is installed in another 
slot. Pressing an incorrect slot number will not cause harm to your 
system. You can determine which slots have disk drive controller cards 
inserted in them by using the List Volume command. 


, | 
uy PRESS (RETURN) to indicate that slot 6 is the location of the 


controller card containing the diskette you want to copy, or 
press the number appropriate to your set up. Then, press the 
RETURN key to continue. 


Next, you are asked about the drive location of the diskette 
you will copy from. An assumed location, or “default” of drive 
1 is already filled in. 


10 PRESS (RETURN to accept drive I. 
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io 1 1 PRESS; RETURN} twice to accept slot 6 again, and drive 2 as 
—- the location of the new diskette that will become the working 
zz COpy. . 

12 PRESS (RETURN a final time to indicate that the disks you 
a want to use are in the correct drives. 
a 13 READ the explanation that follows before proceeding. 
Ps Now the computer knows the location of the diskette that you 
as want to copy. You will next be asked to name the “volume.” 
—" 


i 





14 


15 


12 


A couple of important points on volume naming are in order at 
this point. Each volume you format should have a unique name. 
Eventually, it is possible that you will create a number of pairs 
of Compucard diskettes. Each pair should have unique names 
to avoid confusion, particularly as a safeguard against using 
unmatched distettes together. The basic volume. naming rules 
are as follows: 


= Volume names may contain up to 15 characters. 

a The first character you enter must always be a letter. 
The system automatically inserts a slash mark (/) 

before the first letter you enter in a volume name. The 

slash is not counted as one of the 15 characters. 

= Volume names must be made up of letters, numbers, 
and periods. They may not contain spaces or any 
punctuation marks other than periods. 


The naming system described in the steps below is a good one 


to follow whenever you format and create new Compucard 
diskettes. Within the volume naming limitations above, however, 


you may develop your own conventions, if the Syere!D suggested 
does not meet your needs. 


LOOK AT the name suggested by the system as a possible 
name for the copy. It is the volume name of the Compucard 
master diskette, /COMPUCARD. Remembering the rule that 
every volume you create should have a unique name, you will 
give the working copy a different name in the next step. 


TYPE this volume name for this working copy diskette: 
ROLODEX1A 


The name ROLODEX identifies the volume as a copy of the 
Compucard master diskette, the 1 indicates the drive into which 
the diskette should be inserted when you are using the 
program, and the A identifies it as one of the first pair of 
Compucard working copy diskettes you have created. (Notice 


_that the / is automatically provided for you on this screen.) 


If you make a mistake while typing, use the left arrow key to 
move the cursor back and type over the error. In Chapter 3 
you will learn the entire set of Compucard editor commands for 
entering and correcting the information you type, but for now 
you can get by using the left arrow key. 





16 PRESS} RETURN to begin the formatting process. If you are 


reformatting a previously-used diskette, you will see a message 
asking if you want to destroy the previous contents of the 
diskette. 3 


1 7 PRESS for “yes” if you are willing to destroy the 


information on the diskette; if you want to change diskettes, 
press N for “no,” and insert another diskette into drive 2. Then. 
press RETURN. 


During the formatting process, you will see a formatting 
message, and you will hear the disk drives whirring. When 
formatting is finished, you will see messages telling you that the 
data on the Compucard master diskette is being read from, and 
written to, the blank diskette that will become the working: 
copy. When the entire process is over, a completion message 
will appear on the screen. Next, you will delete the file named. 
FILER.SYSTEM from the working copy diskette. 


18 po nor press \RETURN} now. Instead press ESC. twice to 


move back to the first menu in the series. 


19 PRESS EB move to the File Commands menu. (Once 


again, for on-screen information, you could press the ? key.) 


20 PRESS {_D } to delete a file. 


21 LOOK AT the line that begins with the word PREFIX near the 
top of the screen. 


Notice that the word COMPUCARD appears between two 
diagonal slashes as /COMPUCARD/. The cursor is inside the 
first set of parentheses where you are asked to supply a 
“pathname.” A pathname is a file name, preceded by the 
volume name of the diskette containing the file. In this case, the 
volume name /COMPUCARD/ is the prefix in. the pathname. 
More information on pathnames appears on the Tutor screen on 
the File Commands menu. 


Because you want to delete the file named FILER.SSYSTEM. 
from the newly copied diskette, and not from /COMPUCARD, 
you must change the prefix to that of the working copy, 
/ROLODEXI1A, and then tell the system which file to delete 
from that volume. 
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TYPE the following pathname exactly: 
/ROLODEX1A/FILER.SYSTEM 


The prefix /ROLODEX1A/ and the file named FILER.SYSTEM 
make up the complete pathname, and, in this case, instruct the 
computer to delete FILER.SYSTEM from your newly created 
volume named /ROLODEXIA. 


PRESS; RETURN )}. When the file has been deleted, you will 


see a message to that effect on the screen. You now have a 
Compucard working copy diskette. 


REMOVE the working copy diskette from drive 2 and label it 
/ROLODEX1A. Then copy the text from the Compucard 
master diskette label, and add the date and the copyright 
notice. 


CAUTION: Once the label is on a diskette, do not write on it 
with any implement other than a felt-tipped pen. Diskettes can 
be damaged by sharper points. For the time being, set 
/ROLODEX1A aside. 


INSERT another blank diskette in drive 2. The /COMPUCARD 
master diskette should still be in drive 1. 


PRESS ESC} twice to return to the first menu in the series. 


PRESS to see the Volume Commands menu. 


PRESS Geo format a volume. The next screen you see 
asks for information on the slot number and disk drive 
containing the diskette that you want to format. 


PRESS } RETURN }to accept slot 6 as the location of your disk 
controller card, or change the number, as you have done in 
previous steps in this exercise. 


Next, you are asked about the drive location of the diskette 
you will format. A default of 1 is filled in. In this case, your 
blank diskette is in drive 2, so you will change the number on 
the screen. 








— 30 PRESS ea). Next, you will be asked to name the volume in 
e drive 2 that will be formatted. 


Yt 

= 31 NAME this volume /ROLODEX2A, and then press RETURN. 

| om When the formatting process is complete, prepare a label as in 
se step 24 with the name /ROLODEX2A. This is the second 
diskette required to run the Compucard program. You remind 
yourself to use it in drive 2 by using 2 in the name, and you 
can remember always to use it with /ROLODEX1A because of 
the matching last character, A. 


Someday, you will create another pair of working copy 
diskettes. When you do, you might name them /ROLODEX1B 
and /ROLODEX2B. This alphabetic record of your diskettes 
will allow you to create twenty-six pairs of Compucard working 
copies. If you need more than twenty-six pairs, you might begin 
using numerals in the last position, or you could begin using an 
AA, BB, CC system of recording. 


32 LEAVE the /COMPUCARD master diskette in drive 1. 


a Now you have the diskettes required to run Compucard. In the 
following section you will prepare a diskette that you can use 
| instead of the /COMPUCARD master diskette to copy the 
i work you do with Compucard. We strongly recommend you 
: create this diskette, since it will keep you from overusing the 
—e /COMPUCARD master diskette each time you want to backup 
your work. 


Creating a Disk Manager Diskette 


= The diskette you are about to create contains two files found on the 

xz Compucard master diskette, PRODOS and FILER.SYSTEM. You were 

am instructed to delete FILER.SYSTEM from the working copy diskette, 
/ROLODEXIA, because it is a large file that is not required for 

 . operation of the Compucard program. If you did not delete it from 

/ROLODEXIA, it will seriously decrease the storage capacity of your 

diskettes, and we recommend you delete it before creating the Disk 

Manager diskette. You can do so from the File Commands menu. 


1 FORMAT a new diskette using steps 25-30 of the exercise 
above. 
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NAME the volume /DISKMANAGER this time, and press 
RETURN. 


RETURN to the first menu in the series when formatting is 
complete by pressing ESC twice. 


PRESS (Gnas see the File Commands menu. 


PRESS to copy files. 


TYPE the following exactly: /COMPUCARD/PRODOS 


This indicates that you want to copy the file PRODOS, on the 
volume named /COMPUCARD, located in drive 1. Notice that 
this time, you must type in the slash followed by the pathname. 


PRESS } RETURN ,, and the cursor moves to a second set of 


parentheses on the screen. 


TYPE the following exactly: /DISKMANAGER/PRODOS 


You have specified that the file PRODOS is to be copied onto 
the volume in drive 2, /DISKMANAGER. Once again, you must 
type the pathname preceded by the slash. 

PRESS { RETURN} once to indicate that the disks are in the 
proper drives, and a second time to begin the copy process. 
When it is over, the cursor will move back into the first set of 


parentheses, and you can specify the second file you want to 
copy, FILER.SYSTEM. 


TYPE the words /COMPUCARD/FILER.SYSTEM into the 
parentheses, and press RETURN. 


TYPE the words /DISKMANAGER/FILER.SYSTEM into the 
second set of parentheses, and press RETURN twice to copy 
the file. You have successfully created your /DISKMANAGER 
diskette. 
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REMOVE the diskette from drive 2, and label it 
/DISKMANAGER. Add “Copyright, 1983, Apple Computer, 
Inc.” Store it in an accessible place, since you will use it 
regularly to make backup copies of your Compucard working 
diskettes. 


REMOVE the /COMPUCARD master diskette from drive 1 and 
store it in a safe place. You will not use it to run the 
Compucard program. 


INSERT the working copy labeled /ROLODEX1A/ in drive 1 
and the blank, formatted diskette labeled /ROLODEX2A/ in 
drive 2. Close the disk drive doors. You are asec now to begin 
to use the Compucard program itself. 


RESTART your computer by pressing CONTROL, the Open 
Apple key, and RESET simultaneously. Next, you will see a 
screen asking you to enter the current date. (If you have a 
Thunderclock inserted in your Apple computer, the date will be 
automatically set for you, and you will not see this screen.) 


ENTER the date in the following form: two numerals for the 
day (represented as DD); three letters of the alphabet for the 
month (represented as MMM); and two numerals for the year. 
For example, January 8, 1984, would be represented as 08- 
JAN-84. Then, press RETURN. 


This date will be stored in the computer.and stamped on each 
record you create on that day. Later, you can print cards for 
only those records entered or changed after any date you 
choose. Compucard automatically reminds you to enter the 
current date each time you start up the computer. 


WAIT a few seconds while the program is loaded into the 
computer’s memory. Your signal that the program is running 
correctly is the Compucard WELCOME! screen. 





WELCOME! Compucard 
COMPUCARD 


An Interactive 
Rolodex Card Filing System 


Release x.x XX-XXX-XX 


Copyright (c) 1983 by 
Rolodex Corporation & 
Software Ventures, Inc. 


Press RETURN to begin 


18 po nor press RETURN} now, The WELCOME! screen is 
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the starting point of the procedures in the next section. 


Creating a Sample Card Set 


Your working copy diskettes are now ready to hold a sample 
card set. The information you will enter into the computer to 
create this sample set has been planned so that Compucard’s 
functions can be fully illustrated in the filing and printing 
exercises in Chapters 4 and 5. 


In order to receive maximum benefit from the exercises in 
Chapters 4 and_5, please follow the instructions given here very 
carefully. In Chapter 6 you will create card sets of your own 
using the principles applied in creating the sample set. One 
important principle to keep in mind as you create this sample 
card set is that the choices you make at set up time cannot be 
changed later on. 


After you have tried out all the exercises on the sample set, 
you may remove it from your diskettes, if you wish to free up 
storage space. 


How To Create a Sample Card Set 


BEGIN at the WELCOME! screen. 


PRESS? RETURN , to continue. 


LOOK at the next screen. It is the CARD SETS ON DISK 


screen. 





Le 











7 
oe CARD SETS ON DISK Compucard 
a 
The current set is:<no set> 
me Sets on Disk 1 Sets on Disk 2 
<none > <none > 
= | 
hs 
Press: 
——— 1 to CHANGE to another set 
2 to CREATE a new set 
— 3 to DELETE a set 
RETURN to use the CURRENT set 
= X to EXIT from Compucard 
sa This screen displays a list of up to ten card sets on each of the 
diskettes in the computer’s drives. Since you have not yet created a 
a card set, no names are listed. If there were already sets on the 
= diskettes, and you wanted to work on one other than the “current” set, 
a. you would press 1 to change to another set. Later, you will return to 
= this screen in order to delete a card set. 
=a If a series of card sets are created with especially low numbers of 
ee records, it is possible for either diskette to hold more than ten sets. 
Do Note, however, that it is also possible to create a card set that will be 
Si stored on both diskettes. Part of the set could be stored on diskette 1 
i. with the remainder of the set on diskette 2. 
=. 
4 PRESS 12}. create a new set. The next screen you see is 
a the CREATE A NEW CARD SET screen. 
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CREATE A NEW CARD SET Compucard 
Type the name of your new set aa 


- 


Then press RETURN 
om 
Sets on Disk 1 Sets on Disk 2 = 
<none> | <none> 7 
| 
| = 
5 TYPE the word SAMPLE into the brackets. (Notice that it a 
appears in capital letters when you type, even if you are not 
using the CAPS LOCK key.) If you make a mistake when | — 


typing SAMPLE, use the DELETE key to erase the mistake and 
then retype, or use the left arrow key to move the cursor under was 
your mistake and retype. NOTE: If you are using an Apple II aan 
or an Apple II Plus, only the arrow key can be used. 


In Chapter 3, you will learn other Compucard editing 
commands to use when you enter records into a card set and — 
when you need to correct mistakes. For now, use the DELETE == 
_key or the left arrow key. 


The name of a card set may contain up to eight characters, 
either alphabetic or numeric. The first character must be a 
letter of the alphabet. More about naming your own card sets is — 
covered in Chapter 6. 


6 PRESS \RETURN ,to start the set creation process. 
7 STUDY the next screen, the CHOOSE A CARD SIZE screen. 
as 
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CHOOSE A CARD SIZE Compucard 


The card set named: SAMPLE 
may be printed on one of two 
different sizes of Rolodex cards. 


Please specify your choice. 


Press: 

1 for 2-1/4 x 4 inch 
Rolodex cards 

2 for 3 x 5 inch 


ee Rolodex cards 
= & PRESS the number that corresponds to the card size you will 
—_— use. After Compucard has recorded your card size, you will see 
— the CHOOSE PRINTER TYPE screen: | 
— CHOOSE PRINTER TYPE Compucard 
== Please specify the type of — 
printer you will use with 
as the set named: SAMPLE 
Press: 
—s 1. for EPSON MX-80 printer 
2. for APPLE dot matrix printer 
— 3. for NEC PC-8023 printer 
| 4. for 10 pitch daisy wheel 
i J. for 12 pitch daisy wheel 
a 6. for any other printer 
9 PRESS the number that corresponds to the type of printer you 
—— are using with Compucard. If the printer you are using has 
— condensed print capabilities, you will have the option of 
- selecting condensed print mode to use with this card set. If 
oe your printer does not support condensed characters, 
Compucard will automatically skip over the CHOOSE PRINT 
= SIZE screen, which is shown next. 
9 





CHOOSE PRINT SIZE Compucard 


Since your printer supports 
a condensed printing mode, 
you may choose to use it 
to increase the amount of 
information on each card. 


Press: 


1 for CONDENSED print mode 
2 for NORMAL print mode 


10 PRESS aa , depending upon whether you choose 


condensed or normal print. 


1 1 LOOK at the next screen, NAME FILE TABS. 


NAME FILE TABS Compucard 
File tabs for the set named 
SAMPLE 
are currently 
[FILE TAB 1 
[FILE TAB 2 ] 
Press: 
1 to change [FILE TAB 1 ] 
2 to change [FILE TAB 2 ] 


RETURN to continue 


The file tabs are like the tabs on file folders in an office 
cabinet. They label the information contained in the file. Each 
file tab name you assign may contain up to 15 characters. 
When you assign file tabs to your own card sets, they may 
be any name you choose. You might also choose not to 
rename the file tabs. To practice how it is done, however, 
you will change the names of the file tabs in this exercise. 


12 PRESS (ema) change FILE TAB 1. The words FILE TAB 1 


will disappear from the brackets. The cursor (the typing marker | 


on your screen) moves to the first position within the top set of 
brackets. 
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13 TYPE the word CONTACT into the brackets. 


14 PRESS (RETURN , after you have typed CONTACT. The word 
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CONTACT replaces “FILE TAB 1” in the instructions. 


In this exercise you will also change the second file tab. After 
you press the RETURN key, the cursor prompts you to press 
another key, either 2 to change FILE TAB 2 or RETURN to 
continue. (If you were unhappy with the name you assigned to 
FILE TAB 1, you could also press 1 again to rename it.) 


PRESS {52}, change FILE TAB 2. 


TYPE the word ORGANIZATION into the second set of 
brackets. 


PRESS eee , again. You have another chance to make 
adjustments in the names displayed. 


PRESS } RETURN } a final time. Now you have renamed both 


file tabs and are ready to continue. 


LOOK at the next screen. It is the CHOOSE SET SIZE screen, 
where you enter the number of records you want the card set 
you just named to hold. The choice of set size that you make on 
this screen cannot be altered once a number has been selected 
and you have pressed RETURN to begin file creation. 


CHOOSE SET SIZE Compucard 


Compucard is about to create files 
for a set named SAMPLE 


The set will hold 300 records. 
Press: 


+ to make the set LARGER 

- to make the set SMALLER 
RETURN to BEGIN file creation 
C to CANCEL without creating 
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20 NOTICE that there is a number already displayed on.the 
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screen. In order to choose your set size, you must accept, 
increase, or decrease this number. 


PRESS eee repeatedly to decrease the number of records 
shown. Notice that each time you press “—”, the number 
decreases by 100 until you go below 200; then it changes by 
tens. 


NOTE: If you had pressed “+” repeatedly, the number on the 
screen would have increased by hundreds. 


STOP at 40 records. 


PRESS } SetURN) to begin file creation when you have 
specified a 40 record card set. 


LOOK at the next screen. It tells you that Compucard is 
reserving space for your new card set. (If you had specified a 
number of records too large to fit in the remaining diskette 
storage space, you would have seen a different message, telling 
you that the diskette could not hold a card set that large. 
Chapter 6 contains more information on. the maximum number 
of records you may store in your own card sets.) 


STUDY the MAIN MENU screen, the final screen in the set up 
sequence. It shows that space has been reserved for your. card 
set. Your set will be printed in the print mode and on the 
Rolodex® card size you specified. Your SAMPLE card set is 
now ready to use. 
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MAIN MENU Compucard 
The current set is: SAMPLE 
0% Full 0 Records 
XXX Cards XXX Printing 
Press: 
1 for FILING 


2 for PRINTING 
3 to CHANGE card sets 
X to EXIT Compucard 


26 PRESS to exit Compucard for now. Then press 


RETURN to Quit Compucard. The last message you will see on 
your screen instructs you to “INSERT SYSTEM DISK AND . 
RESTART.” When you see this message, you can insert any 
other diskette you use with your Apple computer, restart the 
system, and continue work. 


CAUTION: The only way to exit the Compucard program is to 
press X to EXIT from a screen that gives you this option. Be 
sure never to leave Compucard by turning off the computer or 
by trying to reset it while the program is running. If you fail to 
heed this warning, you could leave the information stored on 
your diskettes in a way that you might not be able to retrieve 
your records later. 


This completes the set up procedures for the card set named SAMPLE. 
Read on to learn some suggestions for backing up your working copy 
diskettes. 


The Importance of Backing Up Your Work 


Compucard is designed to handle information that you use and update 
regularly. You will be investing time in creating records, and in keeping 
your Rolodex® card sets up-to-date. An unforeseen event like a power 
failure, a fire in your building, or even liquid spilled on your diskettes, 
can destroy all your work. The best way to prevent this is to maintain a 
pair of recent backup copies of your Compucard diskettes. Since every 


‘Compucard user will have to resort to backups at some point, follow 


these steps to minimize your recovery time. 
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Use the /DISKMANAGER diskette to copy the two diskettes in each 
working pair onto blank diskettes or diskettes containing data you no 
longer need. To avoid the process of copying individual files one-by-one, 
use the VOLUME COPY utility on the Volume Commands menu and 
follow the steps below. 


How To Back Up Your Compucard 
Diskettes 


1 


im GO BD 


—_ 


-—_ © © Ora a 


INSERT the /DISKMANAGER diskette in drive 1 and a blank 
diskette in drive 2. 


RESTART the computer and press for Volume 
Commands. 


PRESS (Chi. Copy a Volume. 


REMOVE the /DISKMANAGER diskette from drive 1 and 
replace it with /ROLODEXI1A (or, after you have created 
several pairs of Compucard diskettes, use the diskette you have 
created to use in drive 1.) 


NAME the new volume /ROLODEX1A.BACK. Kemember that 
a volume name may contain no more than 15 characters. 


PRESS WB ILILIN ,. Lhe entire volume wilk be copied. 


REMOVE /ROLODEXIA from drive 1. 


PLACE /ROLODEX2A in drive 1 and a blank diskette in 
drive 2. 


NOTICE that the cursor has moved back to the first slot 
designation. 


PRESS eee . five times when you see the next screen to 


accept slot and drive numbers shown. 


TYPE the name /ROLODEX2A.BACK when you are asked for 
the new volume name, and press RETURN. This volume will be 
copied. 
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12 REMOVE the copied diskette from drive 2, label it 
/ROLODEX2A.BACK and add the date. You have successfully 
backed up your pair of Compucard diskettes. 


A popular method of backing up diskettes involves rotating three pairs 
of backups to copy daily work. At the end of the first day of work, use 
diskette pair 1 to back up that day’s work; at the end of the second 
day, use pair 2; and on the third day, use pair 3. 


At the end of the fourth day, copy that day’s work onto pair 1. The 
previous data will be erased and the work of day four written over it. 
Then, copy the work you have done on day five onto diskette pair 2. 
Apply the same process to diskette pair 3 onto which you may copy 
your work from day 6. Each time you back up work, be sure to record 
the date on the diskette labels, so that you know which pair is most 
current. 


NOTE: If you ever copy files individually on a back-up or working copy 
diskette, be sure to copy the seven program files ROLODEX.SYSTEM, 
ROLODEX.ROOT, PRODOS, RDX.OV1, RDX.OV2, RDX.OV3, and 
RDXCTRL. These seven files are required for operation of Compucard. 
Likewise, the two files PRODOS and FILER.SYSTEM must be on a 
/DISKMANAGER for it to work properly. 


Using this method, you will always have three recent copies to work 
from, in the event that you have to reconstruct your files. Getting into 
the habit of regularly backing up work will save you time, money, and 
frustration. If you have a low volume of daily activity, use the backup 
method on a weekly or monthly basis. 


* *e 


In this chapter you have learned about the equipment needed to run 
Compucard, about copying the Compucard master diskette, about 
creating a /DISKMANAGER diskette, and about creating a SAMPLE 
card set. In performing the set up activities of Compucard, you have 
experienced for yourself how “menu-based” software works. You have 
also received some advice on protecting your work. 


Chapter 3 contains exercises to prepare you to use the Compucard 
editor to enter and correct information in the SAMPLE card set. 
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Chapter 3 
Compucard Preliminary 
Exercises 


In this chapter you will have a chance to work through two simple 
practice exercises. They are designed to give you immediate “hands-on” 
experience in operating Compucard. More exercises follow later in this 
manual, and you will be prepared for them, if you complete the 
exercises in this chapter. 


Compucard has a powerful editor that makes entering and correcting 
your records simple. The exercises in this chapter give you practice 
using the basic keyboard commands that operate the editor. In the first 
exercise, you will learn how to enter information into Compucard and 
how to correct mistakes. In the second exercise, you will learn the more 
advanced keyboard commands. Keyboard differences between the 
Apple Ile, Apple II, and Apple II Plus are presented in these exercises. 


Restart your computer by pressing CONTROL, the Open Apple key, 
and RESET simultanously. Compucard working copy diskette 1A should 
be in drive 1 and working copy 2A should be in drive 2. Set the date. 
The first Compucard screen you will see is the WELCOME! screen. 


WELCOME! Compucard 
COMPUCARD 


An Interactive 
Rolodex Card Filing System 


Release x.x XX-XXX-XX 
Copyright (c) 1983 by 
Rolodex Corporation & 
Software Ventures, Inc. 


Press RETURN to begin 


Press inEah now instead of RETURN to display. the CURSOR 
CONTROL PRACTICE screen. You will use it in the step-by-step 
editing exercises. Before beginning the first exercise, read the 
explanation that follows to learn about the commands you will use. 
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This is the screen that should be displayed while you are reading. 


CURSOR CONTROL PRACTICE Compucard 

Sith ere an eens get da eke ee : : ‘ fo 

—_ 

I Uaasedg eee cesesessee C Jonnnnenene nn eeeeeneeneeneeeo-( Jornsereecceceeeeeeesceet — 

Press Control-Q to Quit. — 

See the Reference Card for other commands. a 

— 

Compucard Keyboard Exercise — 

A number of special keys are used in these exercises. Review the a 

keyboard drawing below for the keys you will use in the first one. They a 
are the keys shaded on the drawing. 


RESET — 





— 
The first thing you will learn is how to move the cursor. The cursor is 
the marker on your screen that you position where you want to begin == 
typing. You can control the cursor’s direction, and you can move it 
through words on the screen without disturbing them. — 
Many of the cursor control “commands” of major word processing | 
programs are incorporated into Compucard for your convenience. Only —— 
a few of the commands are introduced in the first exercise. The 
complete list of Compucard commands appears in Appendix C. — 
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The cursor control commands you will use most often are the ones that 
move the cursor one space at a time, either up, down, backward, or 
forward. There are two ways to use these commands. Use the one that 
is most convenient for you. The commands are as follows: 


= The or moves the cursor up one 


line. The up arrow key exists only on the Apple Ile keyboard. 


a The or moves the cursor down 


one line. The down arrow key exists only on the Apple Ile 


keyboard. 

a The or (CONTROLS moves the cursor left 
one space. 

a The or CONTROLS oe moves the cursor right 
one space. 


To perform any of the CONTROL commands, press the CONTROL 
key (labeled CTRL on the Apple II and II Plus keyboards) and hold it 
down while you press the appropriate letter key. The CONTROL key is 
located at the left of your keyboard. Notice that the keys E, X, S, and 
D form a diamond shape on the keyboard and that their positions in the 
diamond can remind you of the directions they move the cursor. If you 
choose to use the arrow keys, you do not have to press the CONTROL 
key. 


Another important key is the RETURN key. It is located at the far right 
of the keyboard. Pressing RETURN can mean three things: 


= You have finished typing or correcting information and you are 
ready for the computer to accept it. 

m You are ready to move to another of the Compucard function 
screens. 

= You want to position the cursor at the start of the next line on 
the screen. 


You will use the RETURN key in each of these ways in the next 
exercise. 


On the Apple Ile, there is a CAPS LOCK key. When the CAPS LOCK 
key is pressed once, all letters you type are in upper case. When the 
CAPS LOCK is pressed again, your computer’s keyboard works just 
like a typewriter, and you must press the SHIFT key to capitalize 
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letters. The rest appear in lower case. Whether or not the CAPS LOCK _ 
is on, you must always use the SHIFT key to type characters like = 
% or $. 


Even the most experienced typists make errors. With Compucard, you 

can correct (or edit) your mistakes in several ways. One way is to use — 
the cursor control keys to move the cursor under the error and type ~ 
over the entire word, correcting the mistake as you retype. You do this 

when Compucard is in its regular mode, also called the “typeover” — 
mode. 


Your mistake might be an omission rather than a typing error. For such —s 
cases, Compucard provides an “insert” mode that allows you to add 

words or characters. To use it, press CONTROL-V. An asterisk outside =< 
the upper, right-hand side of the card area is your signal that you are 

using insert mode. When you type something in insert mode, the new sa 


letter or word moves the remaining letters or spaces to the right. To 
return to the typeover mode, press CONTROL-V again. The asterisk * 
disappears, meaning that you can no longer type inserts. Pressing al 
CONTROL-V another time restores that capability. 

For deleting characters, there are two techniques. One is to press the —= 
DELETE key, located in the top right-hand corner of the Apple Ile 4 
keyboard. (The Apple II and II Plus have no DELETE key.) DELETE ae 
erases the character under the cursor and closes up the space. You 

may erase more than one letter by repeatedly pressing the DELETE — 
key. 

You may also delete characters by pressing CONTROL-G. When you ma 


use CONTROL.G, the character disappears, and all characters to its 
right shift to the left. (If you have an Apple II or II Plus, you will always == 
use CONTROL-G to delete characters.) 


The keyboard exercise that follows gives you a chance to practice the — 
Compucard editor commands you have just read about. 


How To Enter and Edit Information with . 
Compucard 


1 BEGIN at the cursor position on the CURSOR CONTROL 
PRACTICE screen. = 


2 TYPE your first and last name, beginning at the cursor position. = 
If your keyboard has a CAPS LOCK key, remember to turn it 
off to type upper and lower case letters. a 
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MOVE the cursor several spaces to the left using the left arrow 
key or CONTROL-S. Remember to hold down CONTROL 
while typing S. 


MOVE the cursor back to the end of the line, one position past 
the last letter of your last name, using the right arrow key or 
CONTROL-D. You can move the cursor one letter at a time by 
pressing an arrow key, or CONTROL-S or CONTROL-D once. 
You can also move the cursor rapidly across a line by holding 
the keys down longer. 


PRESS (RETURN ) at the end of the line. The cursor will move 
to the start of the next line. 


TYPE your street address. 


PRESS the or {CONTROL} CE}, move up to the 


name line. 


MOVE down again to the street address line with the down 
arrow key or CONTROL-X. 3 


PRACTICE all four cursor movements to move forward, 
backward, up, and down between the two lines, as rapidly as 
you choose. Finally, position the cursor after the last character 
in your street address. 


PRESS {RETURN} 


TYPE your city, state, and zip code, but do not press RETURN. 
Practice using the cursor control commands until you feel 
comfortable moving the cursor on the screen. 


MOVE the cursor under the first letter of your last name. 


PRESS (CONTROL L to enter the insert mode. Notice 


that the asterisk appears outside and to the right of the card. 
(Available on Apple Ile only). 


TYPE in your middle name or initial and press the spacebar to 
insert a space between your middle and last names. 
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PRESS \CONTROLY again to leave insert mode and 


enter typeover mode. (The asterisk disappears.) 


TYPE over your last name, changing it to any other name you 
choose. If you are using Compucard with an Apple II or II Plus, 
skip to step number 18. 


DELETE this chosen name, on the Apple Ile, by pressing the 
DELETE key until the name is completely erased, and retype 
your own name. 


POSITION the cursor under a letter in your first name. 


PRESS (c } to remove the letter. 


TYPE the letter back in. Compucard is in typeover mode, so 
you will have to retype your entire name to add the letter. 


POSITION the cursor under another letter in your first name 
and remove it with CONTROL-G. 


PRESS fee) to go back to insert mode. 


TYPE in the letter you just removed. It is inserted at the cursor 
position, and the remaining letters move to the right. You do 
not have to type over the entire name to make a correction 
when you are in insert mode. 


This completes the first practice exercise. If you need more 
practice with these editor commands, take time to work on 
them now, before reading further. 


PRESS (Q } when you have finished 


practicing. When you press CONTROL-Q, you will return to the 
WELCOME! screen, the starting point of the second exercise in 
this chapter. 





Advanced Compucard Keyboard 
Commands 


You will learn more Compucard keyboard commands in this exercise. 
They are easy to learn because they are logically related to the 
commands you learned in the last exercise. Refer to the keyboard 
diagram below to see the placement of the keys you will use this time. 





The advanced editor commands include: 


= More cursor movement commands 

# Deletion commands that work with whole words or lines 

= Line-insertion and line-exchanging commands that manipulate 
the order of lines in your card. 


With the WELCOME! screen displayed: 


1 PRESS qe) again to see the CURSOR CONTROL 
PRACTICE screen. 


2 TYPE the following lines into the practice card: 


NEW CARD 
POWERFUL EDITOR 
THE SOFTWARE WORKS 


When you finish typing, the cursor is positioned immediately 
after the word “WORKS.” In the last exercise, you learned that 
the character-by-character cursor control keys form a diamond 
on the keyboard that suggests their functions. If the diamond is 
extended outward on either side, you see the A to its left and 
the F to its right. CONTROL-A and CONTROL-F extend the 
= cursor movement commands of the Compucard editor. 


1 





CONTROL-A moves the cursor left to the start of a word. If 
the cursor is in the middle of a word, CONTROL-A will move it 
to the start of that word. If the cursor is already at the start of 
a word, it will move to the beginning of the previous word. 


3 press {CONTROL} (A }" 


The cursor has moved to the beginning of the word “WORKS.” 
By holding down CONTROL-A, you can move quickly to the 
first line of the practice card. 


4 HOLD DOWN (CONTROLS until the cursor is at the 


beginning of the card. 


CONTROL-F moves the cursor from its current position to the 
beginning of the next word. 


5 PRESS (CONTROLS ey until the cursor is on the third line 


at the beginning of the word “THE.” 


There is one additional cursor movement command, 
CONTROL-I or TAB. CONTROL-I works just like a TAB key. 
Look at the line at the top of the card. It looks like this: 


wee ecccccces! comcccccccce! coccceoccoes) enc cceccccs | coccccwcees! cocccocccces jroo roo enone. 


Each one of the vertical bars (|) indicates a tab stop. To move 
to the next tab stop, you press CONTROL-I or the TAB key. 


© press {CONTROL 1 } 4, {TAB} 


The cursor has moved forward to the letter O. (There is a tab 
stop set at every fifth character position in the row.) Holding 
down CONTROL-I or TAB will move the cursor from tab stop 
to tab stop. Note that if the cursor is at, or beyond, the final 
tab stop on a line, it will move to the beginning of the next line 
when you press either CONTROL-I or TAB. 


Now you know all the keyboard commands for moving the 
cursor with the Compucard editor. Spend as much time as you 
need to become familiar with CONTROL-A, CONTROL-F, 
CONTROL-I, and TAB. 


“CONTROL-A functions as a Compucard editing command only on the 
Apple Ile. SMARTERM users should consult their 80-column card 
manual. 
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You already know how to delete a character using DELETE or 
CONTROL-G. In the next few steps, you will practice using 
more deletion commands. 


Look at your keyboard. The two keys just above the G (the 
key you use with the CONTROL key to delete one character) 
are T and Y. CONTROL-T and CONTROL-Y are the next 
deletion commands you will learn about. 


You use CONTROL-T to delete from the cursor position to the 
next blank space. If the cursor is within a word, CONTROL-T 
deletes all characters from the cursor to the end of that word, 
including the blank space at the end. If the cursor is at the 
beginning of a word, CONTROL-T will delete the whole word. 
All the other characters on the same line move left to fill the 
empty space. 


USE the cursor commands to put the cursor under the F in the 


word “POWERFUL.” 


PRESS 3 CONTROL} . The F, U, L, and the space are 


deleted eenike itt T will delete characters ua it 
finds a space. 


PRESS (CONTROLS again to delete the word 
“EDITOR.” 


CONTROL-Y allows you to delete the whole line the cursor is 
on. All the lines below the deleted line move up. The cursor 
can be anywhere on the line that you want to delete. 


PLACE the cursor anywhere: on the line that reads “POWER.” 


PRESS: (CONTROL) CONTROL} {_¥ } . The entire line disappears. Now 


eae SOFTWARE WORKS” has moved up to take the place 
of the line you deleted. 


MOVE the cursor under the W in “SOFTWARE.” 


PRESS \CONTROLS {5B} and watch the screen. You will 


see a message asking you if you want to “delete to end.” You 
are given a choice of pressing Y for “yes” and N for “no 


This command allows you to clear all the data from the position 
of the cursor to the end of card area. The verification message 
safeguards you from accidentally erasing all the data you have 
typed. 
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This command allows you to clear all the data from the position 
of the cursor to the end of card area. The verification message 
safeguards you from accidentally erasing all the data you have 
typed. 


PRESS and notice that W, all the characters to its right, 
and the word “WORKS” are deleted. You have cleared the 
card area from the cursor through the last character typed, S. 


Now you have learned to delete characters with DELETE or 
CONTROL.G, to delete words with CONTROL-T, to delete 
lines with CONTROL-Y, and to clear from the cursor position to 
the end of the card area using CONTROL-B. 


There are three more editor commands you can use with 
complete lines of text. 


If you were creating an actual card, you might want another 
line between “NEW CARD” and “THE SOFTWARE WORKS.” 
To add a line, you can use CONTROLN. The cursor may be 
anywhere on a line that you want to move down. A blank line 
is inserted, and the cursor moves to the beginning of the line 
when you press CONTROL-N. 


TYPE the remaining characters of “THE SOFTWARE WORKS” 
back into the card area on the second line. 


PLACE the cursor anywhere on the line that says “THE 
SOFTWARE WORKS.” 


E ok 
PRESS (CONTROLS . Now “THE SOFTWARE 


WORKS,” is on the third line again, and the cursor is at the 
beginning of a new blank line. 


RE-CREATE the original screen by typing the words : 
“POWERFUL EDITOR.” At this point, the text again reads: 


NEW CARD 
POWERFUL EDITOR 
THE SOFTWARE WORKS 


*SMARTERM 80-column card users should press CONTROL-N twice. 
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Two other Compucard advanced editor commands work with 
complete lines. One is CONTROL-W, referred to as “exchange 
lines up,” and the other is CONTROL-Z, known as “exchange 
lines down.” Notice on your keyboard that the letters W and Z 
have extended the original diamond one more key up and 
down, respectively. (Note that CONTROL-W and CONTROL-Z 
each serve another function, when you move up and down a 
list on the screen. These additional functions are discussed in 
Chapter 5, and appear in Appendix C.) 


CONTROL-W exchanges the line on which the cursor is 
positioned with the line just above it. Imagine this situation. You 
have created a record and already typed in the street address. 
You realize that the next line is a company name rather than a 
city and state. You could simply finish typing the company 
name and then exchange the positions of the two lines when 
you finish. 


PLACE the cursor anywhere on the third line, which now reads 
“THE SOFTWARE WORKS.” 


PReso ONTO | 
Now the card looks like this: 


NEW CARD 
THE SOFTWARE WORKS 
POWERFUL EDITOR 


CONTROL-Z performs the reverse of CONTROL-W. 
CONTROL-Z exchanges the line the cursor is on with the line 
immediately below. The cursor stays with the line of text. 


LEAVE the cursor anywhere on the second line that now reads 
“THE SOFTWARE WORKS.” 


* 
PRESS \CONTROLY diez} Now the card reads as it did 


originally: 


NEW CARD | 
POWERFUL EDITOR 
THE SOFTWARE WORKS 


*Apple Ile only. 
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You can test your understanding of the advanced editor 
commands by altering the card to read as follows: 


MR. NEWTON CARTER 
123 POWELL STREET 
SAN FRANCISCO, CA. 


Take time to try all the keyboard commands. In the long run, 
they will save you time and help you avoid numerous errors. 
You will also need them to enter records into the sample card 
set in the next chapter’s exercises. 


23 PRESS to quit editing and return to 


the WELCOME! screen, when you feel comfortable with all the 
Compucard advanced editor commands. If you want to’ 

try the keyboard exercises again at a later time, you can get 
back to the practice screen by following steps 1-4 in the first 
exercise in this chapter. Each time you finish practicing, press 
CONTROL-Q to leave the practice sequence. 


* oe & 


In Chapter 3, you have completed two exercises to give you practice 
with the commands you will use to enter and edit information in a 
Compucard card file. The next chapter describes the steps to take to 
create the records stored in a card set. It gives you practice using 
special features like the Compucard zyp template, and it shows you 
how to find a record in the set so you may update or delete it. 
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Chapter 4 
Compucard Filing 


There are two major Compucard filing activities. First, you enter 
records into the computer, and the program stores them, indexing them 
by the file tabs you assigned during set up. The second activity is like 
going into your filing cabinet to pull a file you want to update or 
remove. With Compucard, you use the file tabs to help you find specific 
records stored in a card set. 


In this chapter you will enter records into the SAMPLE card set you 
created in Chapter 2. In the process of working with the SAMPLE set, 
you will learn about these Compucard filing features: 


= The three parts of a Compucard record 

= The ways to enter records into the computer, including use of 
the zyp template 

= How to search through a card set to locate a record to update 
or discard 


The SAMPLE card set will help you become familiar with record entry, 
review, and editing techniques. In Chapter 5, you will use it to learn the 
print procedures of Compucard. Chapter 6 helps you tailor your own 
card set to your special needs. 


The Compucard Record 


A Compucard record holds three types of information. The first is the 
actual text that you want to have appear on your Rolodex cards. It 
may include a name, address, and phone number of a client or contact, 
or it may contain any other printed material you want to have on hand. 
You type this text into a card-shaped box on the RECORD ENTRY 


screen. 


The second type of information, contained in the file tabs, allows you to 
locate a record when you want to update or discard it. In the SAMPLE 
card set, you have already named the file tabs CONTACT and 
ORGANIZATION. You can think of each file tab as a separate index to 
your card set. Using the first, you can search for a record by a 
CONTACT’s name. Using the second, you can find the record of a 
certain ORGANIZATION. 


The third type of information in a Compucard record is a set of codes 
you may assign and later use to select parts of a card set to print. 








Two examples of common Compucard records follow. As you study 
them, be sure to identify the three elements of a Compucard record in 
each example. 


Record 1 Record 2 

Carroll and Carroll David Best, C.P.A. 
Attorneys-at-Law Best & Cohen, Inc. 
929 Hamilton Square 3234 Western Avenue 
Palo Alto, CA 94303 ; Menlo Park, CA 94025 
(415)555-0813 Clarice Burton (415)555-1214 Karin Jones 

CONTACT [BURTON ] CONTACT [JONES ] 
ORGANIZATION [CARROLL/CARROLL] ORGANIZATION [BEST & COHEN =] 

CODES [CBLE L12 ] CODES [C Pi1 


About the Sample Card Set 


The card set you are about to create is used by a fictitious business 
called A & D Printing Co., a successful print shop serving professional 
and industrial offices in several counties. The owner has always had a 
master Kolodex® card file. In it he keeps two Rolodex® cards for each 
client. He files one card alphabetically by the name of the client’s 
organization; the other is filed by the last name of the contact person 
within the organization who handles orders for letterhead stationery, 
envelopes, business cards, statements, and personalized note pads. 


A & D Printing Co. just bought Compucard to use with its computer. 
The owner set up his computerized card set so that he still files two 
cards for each client, just as in his manual system. And, he took 
advantage of the coding features of Compucard to keep track of clients 
by sales territory, by products purchased routinely, and by other 
categories of information that may prove useful to him in the future. 


In the exercise that follows, you enter a portion of the card set of 

A & D Printing Co. into the SAMPLE card set you created earlier. 
When you have finished, you will search for a record to update using 
the procedures followed by the company’s owner. You will also learn to 
delete a record from the card set, and how to use the Compucard zyp 
template feature. 
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an How To Enter Records into 
the Sample Set 


1 START UP Compucard as you learned in the preceding 
chapters. : 


2 press A BETUBN when you see the WELCOME! screen. 


mat 

mam 

— 3 LOOK AT the CARD SETS ON DISK screen. 
— 

ic 


The only set listed should be SAMPLE, the one you created in 
the exercise in Chapter 2. 


4 PRESS \RETURN , to use SAMPLE, the current set. 


Compucard will verify that all the data files needed to use 
SAMPLE are on the diskettes in the computer’s drives. Once it 
has done this, you will see the MAIN MENU. 


5 STUDY the MAIN MENU screen to see all the information 
Compucard provides about the set you are using. This 
information is displayed each time you begin one of the 
program’s main operations. 


MAIN MENU Compucard 
The current set is: SAMPLE 


0% Full 0 Records 
XXX Cards XXX Printing 


Press: 


1 for FILING 

2 for PRINTING 

3 to CHANGE card sets 
X to EXIT Compucard 


6 PRESS pala FILING. You will move on to the CHOOSE 
FILING ACTIVITY screen. 
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CHOOSE FILING ACTIVITY Compucard 
Press: 


1 to ENTER a new record 
2 to REVIEW or EDIT a record 
M to return to the MAIN MENU 


PRESS to enter a new record. 


You will see the RECORD ENTRY screen. The size of the card 
area will be appropriate for the card.size and print mode 
specifications you set in Chapter 2. The cursor will be in the 
upper left-hand corner as it was in the keyboard exercises in 
Chapter 3. You may use either typeover or insert mode when 
typing. Use the following data for the first record: 


Brock, Burns, and Cox 
Attorneys-at-Law 

1 Embarcadero Towers 
Palo Alto, CA 94301 


(415)555-2231 Jean Hancock 


CONTACT [HANCOCK 
ORGANIZATION [BROCK,BURNS,COX] 
CODES [SE L12 ] 


TYPE the first line of the card. 


Experiment with typing characters all the way to the end of the 


line. Notice that the width of the card area is your typing limit. 


You cannot go beyond it. Delete the extra characters you typed 


before going on. 


PRESS (RETURN ,. The cursor will move to the beginning of 


the next line of the card area. 


10 FINISH entering information into the card area. 
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You must press RETURN after each line to advance to the 
next line. When you reach the end of Jean Hancock’s name, 
press the RETURN key repeatedly until the cursor is inside the 
brackets on the line that reads CONTACT, the file tab 1 you 
set before. 


TYPE Jean’s last name, HANCOCK, in the brackets beside 
CONTACT. (File tabs are displayed in upper case letters, 
whether or not you are using the CAPS LOCK key.) 


PRESS (RETURN) to move to the line for file tab 2, already 
set as ORGANIZATION. 


TYPE the words BROCK,BURNS,COX (leave no spaces, so 
that all the characters will fit in the brackets), and press 
RETURN. 


ENTER the codes exactly as follows. Type: SE, press the space 
bar three times, type L12, and leave the last two spaces in the 
codes brackets empty. | 


The position of each code is critical, and the blank spaces are 
as important as the letters and numbers. Spaces you should 
leave blank are underscored in the examples that follow. In this 
record, and in the ones you enter next, be sure to copy the 
codes exactly as they are shown. Leave the same number of 
blank spaces in the positions indicated. You will learn more 
about coding systems in Chapters 5 and 6. For now, it is. 
important that you type the codes fields exactly as they are 
shown. 


Before you press RETURN at the end of each codes field line, 
check your typing. Use the editing commands you learned in 
Chapter 3 to correct any errors you made. 


PRESS; RETURN} at the end of the codes line. 


Compucard will then check your records for duplicates. Since 
there are no other records in your card set, no duplicates will 
be found. In the next few steps you will enter another record 
with the name HANCOCK in the CONTACT file tab and go © 
through the duplicate checking sequence. 


After it checks for duplicates, Compucard displays an 
instruction line that allows you to save, change, erase, or print 
the record you just entered. 
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16 PRESS to save the record. 
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Compucard displays messages telling you what is happening as 
it indexes the record. 


PRESS to enter another record when you see the screen 


prompt asking for your next choice of operation. 


Then, in sequence, enter each of the records below into 
Compucard using the editing commands you have learned. 
(Remember that these records must be in the SAMPLE card set 
in order for you to perform the exercises in the rest of the 
manual.) After each entry, press E to enter another record. 
Compucard will search for duplicates after each new entry. It 
will not find a duplicate until you have entered the record for 
Sports Physical Therapy Associates. 


David Best, C.P.A. 
Best & Cohen, Inc. 
3234 Western Avenue 
Menlo Park, CA 94025 


(415)555-8101 Karin Jones 


CONTACT [JONES 
ORGANIZATION [BEST & COHEN ] 
CODES “|C-2- Pri 2) 


Marks Manufacturing Co. 
1314 Industrial Way 
San Jose, CA 95121 


(408)555-1216 Alex Hamilton 


CONTACT [HAMILTON ] 
ORGANIZATION [MARKS MANUFACT ] 
CODES » [SEN_-_.142__} 








Dr. Jeffrey T. Hill, D.D.S. 
Hill and Associates, Inc. 
4072 Oak Lawn 

Los Gatos, CA 94221 


(408)555-1236 Ms. Sevrenson 


CONTACT [SEVRENSON 
ORGANIZATION — [HILL & ASSOC. 
CODES {[SEB__Mi32_] 


Carroll and Carroll 
Attorneys-at-Law 
529 Hamilton Square 
Palo Alto, CA 94303 


(415)555-0813 Clarice Burton 


CONTACT [BURTON 


| 
ORGANIZATION [CARROLL/CARROLL] 
GODES. {CBSE2k12_-j 


Sports Physical Therapy Associates 
9098 Rankin Dr. 
Cupertino, CA 95114 


(408)555-0099 | Dr. Hancock 


CONTACT [HANCOCK ] 
ORGANIZATION [SPORTS THERAPY _ ] 
CODES (SEB _P31__ — ] 


NOTICE that this time when Compucard searches for 
duplicates, it will locate one. File tab 1 (CONTACT) matches 
file tab 1 of another record. Compucard checks for duplicates 
by comparing only first file tabs; it does not check for duplicate 
ORGANIZATIONSs, or second file tabs. A screen message will 
ask if you want to view possible duplicates. 
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PRESS (for “yes”) to indicate that you do want to view 
possible duplicates. 


NOTE: At some point when you are entering a group of 
records, you may not want to take the time to check for 
duplicates after entering each record. If this is the case, refer to 
Appendix A for instructions on disabling the oon checking 
feature of Compucard. 


EXAMINE the record displayed on. the screen. It is the Brock, 
Burns, Cox record you entered as the first record in the 
SAMPLE set. The CONTACT on that record was also 
HANCOCK. 


NOTE: The file tabs of a possible duplicate record are 
identified by an arrow pointing to them in a two-column list. 
(The left-hand column is a list in order by CONTACT; the right- 
hand column lists the corresponding ORGANIZATION for each 
record.) The card area displays the information stored in the 
record indicated. 


You have the option to change or erase the possible duplicate 
record, to print it, or to quit examining duplicates. In this case, 
the record displayed is not a duplicate. It simply has the same 
CONTACT file tab, HANCOCK, as the record you were just 
entering. Since they are not duplicates, you will leave both 
records in the set. 


PRESS (_Q} to quit viewing duplicates and return to the card 
you were entering. 


LOOK AT the next screen. 
You see your new record again and are given the chance to 


save, change, erase, or print it. 


PRESS to save the record. (You might want to erase the 
data if the card you entered had actually been a duplicate of 
an existing card.) 


PRESS ED) enter more records and proceed with entering 
the rest of the SAMPLE card set. 








Household Helpers of America, Inc. 
1915 St. Louis Way 
San Jose, CA 95132 


(408)555-7174 George Morris 


CONTACT [MORRIS 
ORGANIZATION [HOUSEHOLD HELP] 
CODES [BN___142__] 


Raymond Douglas, M.D. 
Pediatric Associates 

312 Medical Towers, Suite 33 
San Jose, CA 95114 


(408)555-7788 Dr. Douglas 


CONTACT [DOUGLAS 
ORGANIZATION [PEDIATRIC ASSOC] 
CODES [NSE__M21__] 


Terry Fowler, C.P.A. 
_ 423 Saratoga Ave., Suite 4 
Los Gatos, CA 94113 


(408)555-1217 Liz Towne 


CONTACT [TOWNE 
ORGANIZATION [FOWLER, C.P.A._ ] 
CODES (SEX Pil _] 








Masters, Fenner, Brinkley, Cox, 

and Tinsley 

Attorneys-at-Law 

1 Mission Square — 

Santa Clara, CA 95053 —— 

(408)555-0305 Elizabeth Cope —_ 

CONTACT [COPE — 
ORGANIZATION [MASTERS, FENNER] _- 
CODES: [SECNBL33__._] =a 

Lawrence Medical Labs, Inc. 

533 Lawrence Expressway toe 

Santa Clara, CA 95002 

(408)555-4095 John Wallace 


—_ 
CONTACT [WALLACE 
ORGANIZATION [LAWRENCE LABS ] —= 
CODES {CNBSEP33__] 


Carroll Associates —_ 

Custom Interiors ——= 

308 Design Plaza a 

Los Gatos, CA 95221 oe 

(408)555-4185 Bruce Carroll ——_ 

| — 

CONTACT [CARROLL ] = 
ORGANIZATION [CARROLL ASSOC. ] 

CODES” (CB. P1722} = 

— 

— 
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Brookside Properties 
31 Outlook Drive 
San Jose, CA 95125 


(408)555-1010 Art Randall 


CONTACT [RANDALL ] 


ORGANIZATION [BROOKSIDE PROP ] 
CODES [SEB__O32——] 


Silicon Systems Corp. 


399 Valley Way 
Santa Clara, CA 95002 


(408)555-3386 Chip Smith 


CONTACT [SMITH 
ORGANIZATION [SILICON SYSTEMS] 
CODES [SEN__I13__] 


E] Camino Medical Group 


500 El Camino Square 
Palo Alto, CA 94301 


(415)555-4474 Dana Martin 


CONTACT [MARTIN ] 
ORGANIZATION [EL CAMINO MED ] 
CODES [EBN__M14__] 





Maxwell Chu, C.P.A. 
10528 Pagewood Dr. 
Menlo Park, CA 94225 


(415)555-6633 Karen Chin 


CONTACT [CHIN 
ORGANIZATION —_[CHU, C.P.A. 
CODES [SEBC__P11_] 


25 SAVE the Maxwell Chu, C.P.A. record and press to 


enter another record. As usual, the entry screen will clear. 


26 WAIT. You have learned to enter records into the SAMPLE 
card set. The following section explains Compucard’s 
convenient zyp template feature, which you will have a chance 
to try out in a short exercise that follows the explanation. 


Using Compucard’s Zyp Template 


The Compucard zyp template allows you to create a standard, blank 
form, or template, on the Compucard record entry screen. Then, you 
can use the form over and over again to enter information about 
individual clients, organizations, part numbers, or whatever information 
you store on your Rolodex® cards. The template is stored in the card 
set just as any record is stored, but there is a major difference. With 
two simple commands, you can fill in the template and store the 
information as a separate record. Then you can recall the blank 
template to the screen to fill it in again for another record. 


You can store more than one template in a card set, and you can make 
editing changes to a template using the Compucard editing commands. 
When a template is no longer useful, you can delete it just as you can 
any Compucard record. 


Using the zyp template can make your work even faster. A special tab 
command moves.the cursor instantly to the next blank position on the 
form where you want to begin typing a new piece of data. 


The exercise below will also use the SAMPLE card set that you created © 


earlier. A little background is in order about the way the owner of 
A & D Printing Co. used the zyp template. 
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He is experimenting with Compucard to keep a Rolodex® card file of 
his suppliers. He wants these cards to be identical in form, so he uses 
the zyp template. Eventually, he will create a new card set, but he 
wants to try out the feature with his main set. Follow the next steps to 
learn how to create and store a zyp template as a record in your card 
set, and how to recall it to the screen.to enter data about an individual 
supplier of A & D Printing Co. 


How To Create and Use a Zyp Template 


1 TYPE the following form into the card screen. Be sure to place 
a colon after each word. The colon is the tab marker that will 
help you get information into the record faster. 


DO NOT press RETURN to move to the CONTACT file tab 
when you finish typing in the card box. 


Supplier: 
Item: 
Catalog #: 
Contact: 


PRESS (CONTROL {coo} before leaving the card area. 


CONTROL-O is the signal to keep the blank zyp template 
active for filling in later. 


PRESS (RETURN ow, 


ENTER the words ZYP TEMPLATE in both the first and 
second file tab brackets. 


NOTE: While ZYP TEMPLATE! is certainly not a CONTACT 
or an ORGANIZATION, the template must be indexed as if it 
were a record. For indexing purposes, both file tabs should be 
filled in with the template’s name. If you create more than one 
zyp template in a card set, you might name the others ZYP 
TEMPLATE2, ZYP TEMPLATES, etc. Because of the spelling 
of zyp template, when you search for a record by a file tab, 
you will see the zyp template(s) you have created indexed 
together at the end of the list on the screen. 
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The lower portion of the ZYP TEMPLATE1 record should look 
like this: 
CONTACT [ZYP TEMPLATE1  ] 
ORGANIZATION [ZYP TEMPLATE1  ] 
CODES [ ] 


SAVE the template by pressing AS} ishen you have the 
choice. 


PRESS CE },, enter another record next. 


PRESS (CONTROL ‘ and watch as the blank template 


is restored to the screen. You are now ready to use it to enter 
specific supplier information. Use the example below for this 
step. 


Supplier: Industrial Papers 
Item: Business card stock 
Catalog #: PS145X 
Contact: John Lawson 


CONTACT [LAWSON ] 
ORGANIZATION — [INDUSTRIAL PAPR ] 
CODES  [ ] 


PRESS (CONTROL . (mee) when the cursor is positioned in 


the upper left-hand corner of the card area. The cursor moves 
to the right of the colon that follows “Supplier.” 


TYPE in the words Industrial Papers. 


PRESS (CONTROL AR } to move to the next blank space 


on your form. This is just after the colon that follows the word 
“ttem.? 


TYPE the words Business card stock. 


PRESS (CONTROLS fonts} to move to the position following 


the colon on the next line, and type the catalog number. 
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PRESS (CONTROLS Ree, type the last line in the card 


area. At this point you can either press RETURN several times 
or CONTROL-R again to move to the CONTACT file tab 
brackets. 


NOTE: Once you are thoroughly familiar with the zyp template 
feature, and you want to move quickly from a line in the card 
area to the file tabs or codes line, you can do so by pressing 
CONTROL-Q. This would be particularly helpful when you go 
back to a record to make a quick editing change, and you don’t 
want to take time scrolling, line by line, down to the file tabs. 


In addition, when you have finished editing and do not need to 
make any changes to the file tabs or select codes, you can 
quickly save a record by pressing CONTROL-Q twice from 
within the card box. The CONTROL-Q feature functions with 
records entered in the usual way, as well as with those entered 
using the zyp template. 


TYPE in the file tabs for the Industrial Papers record. No codes 
will be used in this exercise, although you can use select codes 
for records created with the zyp template, just as with any 
other record. 


PRESS (RETURN twice to move past the CODES brackets, 
and you will be asked if you want to save the record, as usual. 


SAVE the record by pressing S; then indicate that you want to 
enter another by pressing E. 


PRESS once again and the blank 


template will be restored to the screen. If you wish to keep 
practicing with the zyp template, repeat the steps above to 
enter any information you choose into the new blank form. 


PRESS to quit, when you are finished entering records 
into the zyp template. The template will be stored as a record 
in the card set in which you created it. You will return to the 

CHOOSE FILING ACTIVITY screen. 


The basic rules about the zyp template are that: 


= It is stored as a record just like any other record in a card 
set. 


Do 





= You can be very creative in your use of the zyp template, 
and you may save identical information on the template 
outside the colon tab marker. For example, if you were 
creating a card set of all retailers located within one 
telephone area code region, you could include its area 
code on the zyp template to save typing it over and over. 
Your template might look something like this: 


eC eee 
rr eee 


Name: 
Address: 


Phone: (214) 
Contact: 


— TF SSSSeSSSSSSSeSSSSSSSSSFSFSFsFsese 
ll  eeeSeeeeeSFSSeSSSSSSSSSSSSsSsSsee 


CONTACT | ] 
ORGANIZATION [ ] 
CODES | ] 


= The zyp template can be used as many times as you want 
to store records that have an identical format, but that 
have different card information, file tabs, and codes. 


= You store the template for later use with the 3 
CONTROL-O command and recall it using CONTROL-P. 
To move quickly from one colon to the next, use the 
CONTROL-R command. 


19 PRESS to go back to the MAIN MENU. . 


20 WAIT. At this point, you have an appropriate SAMPLE card 
set on which to practice finding and editing Compucard records. 


Locating and Updating Compucard 
Records 


Jumbled files containing out-of-date Rolodex® cards are of little value 
to anyone. Yet keeping current information at your fingertips is difficult 
and time-consuming in our fast-paced environment. Rapid access to 
records and the ability to update them easily is an important advantage 
to using Compucard. Compucard allows you to locate a record quickly 
and to modify its contents, even when your card set is large. To do so, 
you use the file tabs you assigned during record entry. 
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To locate a record in the SAMPLE set, first you indicate the file tab 
category you wish to use in your search. Then you type the appropriate 
file tab of the record you are looking for into the space provided on a 
Compucard search screen. Compucard will find an entry with that file 
tab and display the record for you, along with the file tabs of several 
other records nearby in the index. 


In the next exercise, you will try out Compucard’s search procedures. 
You will also learn to call a zyp template back to the screen after it has 
been stored so you can enter additional records. Simply complete the 
following steps as you have done in previous exercises. 


How To Locate Records 


1 BEGIN at the MAIN MENU screen. 
2 CHOOSE the filing activity option by pressing 1. 


3 PRESS to review or edit a record. The following screen 
will appear asking you for instructions on how to search for the 
record you want to locate. 


CHOOSE SEARCH METHOD Compucard 


Press: 
1 to search by CONTACT 
2 to search by ORGANIZATION 
M to return to the MAIN MENU 


4 PRESS to begin a search by CONTACT. The following 
screen will be displayed: 


SEARCH BY CONTACT Compucard 
Please specify your record: 
CONTACT [ ] 





5 TYPE the name:of the CONTACT from one of the records you 
= entered in the last exercise and press RETURN. 
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NOTE: If, at some time, you do not remember the full file tab 
of a record, you can type just a few of the beginning 
characters, and press RETURN. Compucard searches for a 
record whose file tab starts with the letters you have entered. 


LOOK AT the screen. 


At the top is a card box containing the information of a record 
that has the CONTACT file tab you specified. Below this, you 

will see a two-column list of file tabs. The file tab of the record 
shown in the box is marked by an arrow. 


Since you are searching for a card by CONTACT, which is file 
tab 1, look at the first column. The names are in alphabetical 
order; if numeric file tabs had been assigned, they would have 
been displayed in ascending numerical order. 


If, on the other hand, you had been searching by 
ORGANIZATION (file tab 2), you would look for your record in 
the right-hand column. Notice that, at this time, the left-hand 
column is not in any particular order. This is because only the 
file tab you select for your search is displayed in order. 


REVIEW the card information of the record just below the one 
you selected by moving down the list. 


Use CONTROL-X to move the arrow down one position. 
CONTROL-E moves it up one. (The arrow keys perform these 
movements, as well.) If you had already entered a very large 
card set, you could use two other commands to move more 
quickly through your set to find a record: You could use 
CONTROL-R to move backward one screen listing of records in 
your set; CONTROL-C allows you to move forward one screen 
listing. 


NOTE: This use of CONTROL-R is different from its use in 
entering card information. 


MOVE the arrow to another record in the set using the 
commands outlined above. 


PRESS to make a change in the record. 


Notice that the cursor moves to the upper left-hand corner of 
the card area. For the purpose of this exercise, make a change 
on one line of the record and press CONTROL-Q until you 
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have passed the codes line. You will notice that the record is 
refiled, and you have an opportunity to make more changes to 
it, or to other records in the card set. 


CAUTION: If you make a change in the card-shaped portion of 
the record that also affects a file tab, be sure to change the file 
tab, as well. If you do not change the file tab, your record will 
be indexed with out-of-date information. For example, if you 
changed the name of the contact at Marvin Brock’s law firm 
from Jean Hancock to Carol Miller, you would also have to 
change the CONTACT file tab to MILLER to ensure that your 
contact cards were current, and that the card and file tab 
information matched. _ 


Next, you will erase a record that you do not want to keep in 
your card set. 


POSITION the arrow next to the MORRIS file tab (or the 
record of Household Helpers of America). 


PRESS ee) Watch the screen as the record is removed. 


You would repeat this step for each record you wanted to 
delete from a card set. At the end of Chapter 5, you will also 
learn how to delete an entire card set you no longer want to 
keep on your diskettes. 


WAIT. Do not delete any other records now. They will be used 
in the printing exercise in Chapter 5. 


NOTE: One choice on the instruction line is an option to print. 
This option can be used to print the record shown on the 
screen, just as you have edited it. You will use this command 
when you learn more about printing in Chapter 5. 


PRESS {Q} to quit the review/edit by CONTACT process, 
and go back to the CHOOSE SEARCH METHOD screen. 


This completes the exercise on finding, editing, and deleting 
records. You used CONTACT, or file tab 1, for the exercise; 
you could perform a search by ORGANIZATION, or file tab 2, 
in the same way. Try searching for a card by ORGANIZATION 
now, if you wish. If you do so, notice the difference in the order. 
in which the names in the first column are displayed. 
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The next few steps will illustrate the process of retrieving a zyp 
template after it has been stored so you can create more 
records in its standard format. 


PRESS to begin another search by CONTACT. 


TYPE ZYP TEMPLATE] into the brackets and press 
RETURN. 


PRESS to make a change when that option is displayed. 
The cursor will move to the top, left-hand corner of the card 
area. 


PRESS (CONTROL ; On . Now the template is stored for 


reuse in the computer’s memory. However, you cannot enter a 
new record from this part of the program. To do so, you must 
return to the RECORD ENTRY screen. 


PRESS (CONTROLS (.Q } twice. The first time you press 


CONTROL-Q, you exit the card area; the second press refiles 
the. template. 


PRESS COR es the SEARCH BY CONTACT screen to 
quit. You will return to the CHOOSE SEARCH METHOD 
screen. 


PRESS to return to the MAIN MENU. 


PRESS Alea ee FILING from the MAIN MENU and 1 to 
ENTER a new record from the CHOOSE FILING ACTIVITY 
screen. 


PRESS (CONTROL MPs} when you see the cursor in the 


upper left-hand corner of the entry screen. The blank zyp 
template will appear, and you are ready to create a new 
record. 


PRACTICE recalling the zyp template from the review/edit 
sequence, if you wish. The commands CONTROL-R and 
CONTROL-Q pressed from inside the card area work the same 


way you learned in the second exercise in this chapter. 








24 EXIT Compucard when you have finished practicing as you 
have done before. 


* * 


In this chapter you learned the filing features of Compucard. You 
created a SAMPLE card set and practiced entering a record into it. 
You learned how to find the record later for editing, and how to delete 
an unwanted record from the set. You also learned about creating a 
standard form using Compucard’s zyp template. 


In Chapter 5, you will learn about Compucard’s printing operations and 
how to print Rolodex® cards and summary lists for the entire SAMPLE 
card set or for selected parts of it. 
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Chapter 5 
Compucard Printing 


This chapter of The Compucard User’s Manual describes the printing 
procedures of the program. Three simple activities are involved in 
printing Rolodex® cards or summary lists. These activities are: 


= Specifying the item you want to print 
@ Setting the printer for alignment 
= Selecting the set of records to print 


You will practice some of these activities using the SAMPLE card set. 
You will also receive instructions for printing a special, one-time card 
not permanently stored in your card set. After you have experimented 
with the printing process, you will learn how to remove the SAMPLE 
card set from your diskette. When you have completed Chapter 5, you 
will be ready to create your own card set. 


Specifying What You Want to Print 


Compucard gives you a choice when you are ready to print out your 
card sets. You may use one of two card sizes: 2-1/4" x 4" or 

3" x 5". The program will allow you to print in either of these sizes on 
one-up or two-up Rolodex® cards. You can also print summary lists of 
the records in a card set. When you first create a card set, as you 
learned in Chapter 2, you specify the size of Rolodex® card on which 
you will print that set. Before you start printing, you make a simple 
choice on a Compucard screen to print either a summary list or cards 
of your specified size. You will see this screen in the printing exercise 
that follows. 


CHOOSE AN ITEM TO PRINT Compucard 
Press: 
1 to print ROLODEX CARDS 
2 to print one-time SPECIAL CARDS 


3 to print a SUMMARY LIST 
M to return to the MAIN MENU 
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Before you try out the print procedures, make sure your printer is 
properly connected to your computer. You should be thoroughly 
familiar with your printer's line-feed and form-feed settings and you 
should know how to adjust the horizontal spacing of the tractor feeds to 
the card size you wish to print. The exercise that follows lets you use 
the same steps the owner of A & D Printing Co. took to print his entire 


set of Rolodex® cards. 
How To Print Rolodex® Cards 


1 LOAD your printer with the appropriate Rolodex® cards, and 
turn it on. 


2 START UP Compucard according to the instructions you have 
followed in previous exercises and move past the WELCOME! 


screen. 


PRESS (RETURN }to use the SAMPLE card set when you see 


the CARD SETS ON DISK screen. 


PRESS oe: PRINTING when you see the MAIN MENU 


screen. 


press {1 Mor Rolodex® cards when you see the CHOOSE 
AN ITEM TO PRINT screen. 


press (2 } to print your cards in ORGANIZATION order 
when you see the ORDER SELECTION screen. 


PRESS {Te choose to print all records stored in the 
SAMPLE set when you see the RECORD SELECTION screen. 


on aa & & 


~ POSITION your Rolodex® cards in the printer with the print 
head at the upper left-hand corner of the first blank card on 


which you want to print. 


© PRESS RETURN }when you are ready to begin printing. The 


6 
printer will perform an alignment check, printing the date of the 


card set between two rows. of asterisks. This will enable you to 
ensure proper alignment for your card printing process. 
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nl. 10 ADJUST the card placement in the printer and press 3 to print 
another alignment check, if necessary. Continue doing this until 
— the date block is centered on a test card. 
= 1 1 PRESS ether toy A 2b: Sesanding on the type of 
, continuous-form Rolodex® cards loaded in your printer. The 
es printer will begin printing cards for all the records stored in 
a your card set by ORGANIZATION. During the process, a 
Po message on the screen will tell you that printing is in progress. 
ee When all the records have been printed, you will see the 
CHOOSE AN ITEM TO PRINT screen again. From there, you 
<= could return to the MAIN MENU and exit Compucard until the 
next time you want to print. 
— Here is one record from A & D Printing Co.’s card set, as it 
looked when you entered it into the computer, and as it should 
=F look in printed form. 
ss 
— NEW RECORD ENTRY Compucard 
Peer at Se Sy 
Brock, Burns and Cox 
== Attorneys-at-Law | 
nF - 1 Embarcadero Towers l 
| Palo Alto, CA 94301 
ee | (415) 555-2231 Jean Hancock 
Teel l_-_( )j-—~-~( )—~~4 
CONTACT [HANCOCK | 
 .. ORGANIZATION [BROCK, BURNS, COX] 
ad CODES [SELI2 
HANCOCK BROCK, BURNS, COX <2 
———— Brock, Burns, and Cox 
——— Attorneys-at-Law 
=" 1 Embarcadero Towers 
Palio Alto, CA 94301 
= (415) 555-2231 Jean Hancock 
at E: 7/7/82 U: 9/8/83 SEL12 2288 
— 
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This ends the exercise on printing Rolodex® cards for the entire 
SAMPLE card set. The procedure is simple, and yet it is detailed 
enough to allow you to make choices about adjustments of spacing and 
appearance of your cards, and to print on either one-up or two-up 
cards. Keep the cards you just printed on hand while you read the next 
section about printing selected records. 


Selecting Some of Your Records to Print 


There are three basic ways to use Compucard to select subgroups of a 
card set to print. You may also use the three methods in combination. 
You may select subgroups by: 


= Either of your two file tabs 
= The date after which you entered or updated a record 
m Special codes you entered into records in the CODES line 


To understand the steps involved in selecting records to print, you will 
refer to the SAMPLE set once again. A brief description of the first 
special print situation comes before the accompanying exercise. After 
that, a discussion of selection by date and three other scenarios are 
presented for you to read. If you wish, you may perform the 
procedures discussed in the scenarios to see if you can duplicate the 
results of each selection. At minimum, take time to read the subset 
selection scenarios to understand how Compucard’s select codes can be 
used to identify subsets of your records for printing, either on 
Rolodex® cards or on a summary list. 


Selecting by File Tab 


Each record in the card set of A & D Printing Co. has two file tabs, 
CONTACT and ORGANIZATION. The owner wants to print a 
subgroup of about one third of his cards in alphabetical order by 
CONTACT. He plans to use them in a simple market test to gauge 
interest in a new laser printing service. Follow the steps below to print 
the A-G portion of the SAMPLE card set. 


1 BEGIN at the MAIN MENU screen. 
2 PRESS 42 Mien printing. 


3 PRESS to print Rolodex® cards when you see the 
CHOOSE AN ITEM TO PRINT screen. 
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4 press {_1 } to print in CONTACT order when you see the 


3 


10 
11 
12 


ORDER SELECTION screen. It is important to note that you 
have a choice of selecting records by either file tab, but not by 
both file tabs at one time. 


PRESS Hee Aa) aes the RECORD SELECTION screen to select 
some records. Next you will see the SUBSET SELECTION 
screen where you may set limits on the records you want to 
print. 


LOOK at the SUBSET SELECTION screen. It displays the first 
and last CONTACTs of the card set. 


PRESS to change the limits of the CONTACT file tab. 
The first CONTACT name is currently BURTON; the last is 
ZYP TEMPLATE1. 


PRESS (RETURN } + the CHOOSE FIRST KEY SCREEN to 


accept BURTON as the first CONTACT in the subset. (There 
are no A’s in the SAMPLE set.) 


You will proceed to the CHOOSE LAST KEY screen where 
you will adjust the last CONTACT file tab. In the next step, 
you will set the last CONTACT file tab to the last entry 
beginning with the letter D, since there are no G’s. It is 
DOUGLAS. 


PRESS tee ea to move backward, one name at a 
time. If you should accidentally move too far back, you could 
press + to move forward. NOTE: You could also use 
CONTROL-R to move back 10% of the list and CONTROL-C 
to move forward 10% of the list. CONTROL-W will allow you 
to move back 1% of a list, and CONTROL-Z lets you move 
forward 1% of a list. These commands allow you to move 
through large portions of a long list quickly. 


STOP when the name DOUGLAS is displayed. 
Phesss RETURN ,to continue. 


LOOK again at the SUBSET SELECTION screen. The new 
limits are displayed. The first card that will be printed will be 
the first in the set, BURTON; the last will be DOUGLAS. 
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PRESS, RETURN , to continue. The next screen you see, DATE 


SELECT OPTIONS, gives you the chance to print only cards 
entered or changed after a certain date. Since the records in 
the SAMPLE set all were entered on the same date, and only 
one has been changed, a selection by date makes little sense. 


PRESS fee) ignore dates when records are selected for 
printing. Next you will see the Compucard SELECT CODES - 
screen. You will use it in another exercise in this chapter, but 
not in this exercise. 


PRESS to ignore select codes for this exercise. The 
remaining screens in the sequence are the same as those you 
used in printing all records. After your printing is finished, the 
CHOOSE AN ITEM TO PRINT screen is displayed. 


The card set you printed should include the following records in 


alphabetical order by CONTACT: BURTON, CARROLL, CHIN, 
COPE, and DOUGLAS. 


Selecting by Date 


Many Compucard users find the date selection feature useful in 
updating card files. They print only the records entered or 
changed after a certain date. Once you have created your own 


- card set, you will be able to select records to print by date. 


This way, you can print only the cards you have entered or 
changed since you last printed cards and avoid having to 
reprint all your cards. A special date card is also printed when 
you do an alignment check before printing a selected card set. 
You can keep this card in your Rolodex® file to remind you of 
the last time you printed cards. 


After you have entered records into your own card set and 
have done so on different dates, you will want to try out the 
date selection feature. You will use the following Compucard 
screens: 








i 
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DATE SELECT OPTIONS Compucard 
Press: 
1 to IGNORE dates when selecting 
records 


2 to select records ENTERED after 
a specified date 


3 to select records CHANGED or 
entered after a specified date 


C to CANCEL the subset selection 


If you choose the second option, you will print cards for records typed 
into the computer after the date you specify; to get a set of all records 
created or updated after a certain date of entry, choose the third 
option. For example, if you wanted a summary list to include only new 
customers as of 3/1/82, you would choose the second option. By 
choosing the third option, you could do an efficient update of your 
Rolodex® card file. 


If you select either the second or the third option, you will have to 
specify a date for record selection. You will see the next screen. The 
screen message will vary slightly depending on whether you choose the 
second or third option on the previous screen. 


SET THE DATE ~ Compucard 


You are about to select all of 
the records ENTERED on or. after: 


Month, Day, Year 


Press + to move forward one day 
- to move backward one day 


or press M to change the month 
D to change the day 
Y to change the year 


or RETURN to leave the date UNCHANGED 


You would press M, D, or Y to change the day, month, or year shown, 
and use the + or — keys to advance or move the date back until it 
matches the date you wanted to use in selecting records. Remember to 
press. the SHIFT key along with the + key to advance the date. When 
you are satisfied with the date shown, press RETURN to accept it and 
move on to the next screen. 
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Selecting by Compucard Codes 


Besides selecting records by file tabs and by date, Compucard also has 
a selection feature based on the codes entered in a record. Three 
different types of record selections by codes can be accomplished. The 
ways you use the codes can be manipulated to print a practically 
limitless number of different groups of cards. Concrete examples of uses 
of the codes follow. But first, a brief explanation of the meaning of 

A & D Printing Co.’s codes is required. 


The owner of the company found it useful to keep track of his 
customers in several ways. The Compucard coding system allows him to 
use up to ten code positions, but he decided to use only the first eight. 
The characteristics coded were: products regularly printed, type of 
organization, sales region by county, and average amount purchased 
annually. Refer to the chart to see A & D Printing Co.’s coding system. 


Code Position Characteristic Code 
i : Product Printed E = Envelopes 
Z Product Printed S = Letterhead 
Stationery 
3 Product Printed C = Business Cards 
4. Product Printed N = Note Pads 
5 Product Printed B = Bills/Statements 
6 Type of M = Medical/Dental 
Organization 
L =-Legal 
P = Other Professional 
| = Industrial 
O = Other 
Sales Region 1 = Westside County 
2 = Eastside County 
3 = Northside County 
4 = Southside County 
8 Average Amount 1 = $200 and under 
Purchased Annually 2 = $201 - 500 
3 = $501 - 749 
4 = $750 and over 
9 Reserved for future 
use 
10 Reserved for future 
use 
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Some of the codes were intended to appear in only one particular 
position: codes for the type of organization, sales region, and average 
amount purchased annually are all of this type. On the other hand, 
each of the codes representing product purchases could be in any of 
the first five code positions. 


Look back at the complete card set you just printed, and find the codes 
line near the bottom right-hand corner of each card. You can determine 
what the codes you entered mean by comparing them to the chart. In 
the scenarios that follow, you will learn how the owner of the company 
printed special groups of cards just by entering certain codes on a 
Compucard screen called SELECT CODES. 


SELECT CODES Compucard 
1[ ] MIN [ ] 
2[ ] MAX[ ] 
3[ | 
4 ] Floaters [ | 11 ] 
* = wild card # = numeric wild card 
Press: 


1 to CHANGE codes 
2 to ACCEPT codes 
3 to IGNORE codes 
C to CANCEL print sequence 


The four numbered sets of brackets on the left-hand side of the screen 
are the “exact match” codes fields. The MIN and MAX areas are used 
for selecting records that fall within a range you specify. Finally, the 
floater spaces allow you to call for records that have up to four specific 
codes in any of the ten positions. These codes may appear (or “float*) 
anywhere in a record’s codes line. 


To practice using the select codes as illustrated in the scenarios, move 
through the Compucard menus until the SELECT CODES screen is 
displayed on your monitor. Then treat the scenarios as exercises. If you 
choose to do so, you will print three more small card sets. 


Any time you want to enter codes on a blank SELECT CODES screen, 
press 1 to CHANGE codes. When you are finished entering codes into 
a field, press RETURN to proceed to the next field. Finally, when you 
have entered all the select codes you want to use, press 2 to ACCEPT 
them. This signals Compucard to display the LOAD ROLODEX CARDS 


screen. 
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The next time you return to the SELECT CODES screen, the codes 
you entered into brackets for the last selection you made will still be on 
the screen. In order to erase a line of exact match or MIN-MAX codes, 
press 1 to CHANGE codes and move the cursor to the brackets whose 
contents you want to erase. Then, press CONTROL-B to clear the 
brackets. To clear a single-character floater code, use CONTROL-G. 


Scenario: Exact Match Selection 


The owner of A & D Printing wanted to print the cards of the group of 
professional customers in his Compucard file who were averaging under 
$200 in annual purchases. He wanted to call them to encourage larger 
orders. In this situation, the owner was only concerned with the 
accounts coded as professionals (either M, L, or P) in code position 6, 
and with their average annual spending level (1 for $200 or under) 
coded in position 8. To select this group he would fill in just the exact 
match fields as follows: 


SELECT CODES Compucard 
Teer 17] MIN [ ] 
2[ eet XE all MAX[ ] 
See ee yes] 
4] ] Floaters [111 ] 
* = wild card # = numeric wild card 
Press: 


1 to CHANGE codes 
2 to ACCEPT codes 
3 to IGNORE codes 
C to CANCEL print sequence © 


In this situation, he used one of the special “wild card” characters in 
code positions 1-5, 7, 9, and 10 because he was not concerned with 
any characteristics of the professionals other than their spending level. 
You, too, may use the wild card characters when selecting records to 


print. An asterisk, *, is the wild card for any character (either alphabetic 
or numeric), and a # sign stands for any numeric character from 0-9. 


If you selected cards from the SAMPLE set by using the same codes 
the owner of the print shop did, you would have printed records for 
these four ORGANIZATION file tabs: BEST & COHEN; FOWLER, 
C.P.A.; PEDIATRIC ASSOC; and SPORTS THERAPY. 
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Scenario: Selection by Minimum-Maximum Code 
Range 

Next, the print shop owner wanted to consider reassigning accounts in 
the Eastside, Westside, and Northside sales territories. To do this, he 
needed a complete list of his customers in the three territories. To 
produce such a list, he used Compucard’s minimum-maximum range 
selection feature. He selected for any account coded between 1 and 3, 
inclusive, in the seventh code position. 


He filled in the SELECT CODES screen for this selection as follows: 


SELECT CODES Compucard 
1 ] MIN ae ee Reon 
2| ] MAX[******3***] 
3[ ] 
4j ] Floaters [ | 11 ] 
* = wild card # = numeric wild card 
Press: 


1 to CHANGE codes 
2 to ACCEPT codes 
3 to IGNORE codes 
C to CANCEL print sequence 


Any account with offices in counties coded 1 through 3 was selected. 
The owner inserted “wild card” characters in the other positions for this 
selection as with the previous one since, again, no other characteristics 
were of interest. If you tried this selection as an exercise, your 
summary list should include records of the following ORGANIZATION 
file tabs: BEST & COHEN; BROCK,BURNS,;COX; BROOKSIDE PROP; 
CARROLL ASSOC.; CARROLL/CARROLL; EL CAMINO MED; 
FOWLER, C.P.A.; HILL & ASSOC.; LAWRENCE LABS; MASTERS, 
FENNER; PEDIATRIC:ASSOC; SILICON SYSTEMS; and SPORTS 
THERAPY. 


Scenario: Selection by Floating Codes 


Finally, the owner of A & D Printing Co. wanted to offer his customers 
who had ordered business cards a special discount. The discount would 
be an introductory incentive to purchase business cards printed using a 
new engraving process. To identify business card purchasers, the owner 
resorted to a selection by floating codes. This was necessary because 
the purchase of business cards could have been coded in any of the 
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first five coding positions, depending on when the purchase occurred in 
relation to other purchases. Here is how his SELECT CODES screen 
looked when he selected for business card customers: 


SELECT CODES Compucard 
1 ] MIN [ | 
2[ ] MAX[ ] 
3[ ] 
4] ] Floaters [Ci | | ] 
* = wild card # = numeric wild card 
Press: 


1 to CHANGE codes 
2 to ACCEPT codes 
3 to IGNORE codes 
C to CANCEL print sequence 


If you tried this selection on the SAMPLE set, records should have been 
printed for these ORGANIZATION file tabs: BEST & COHEN; 
CARROLL ASSOC.; CARROLL/CARROLL; CHU, C.P.A.:; 
LAWRENCE LABS; and MASTERS, FENNER. . 


Hints for Using Select Codes 


If you accidentally enter incorrect codes in one area of the SELECT 
CODES screen, you can recover from this error by moving the cursor 
back into the brackets containing the error and changing the codes. Or, 
if you are not interested in using the codes to select records, but you 
still want to print ‘cards selected by the date or the file tab ranges you 
have specified, choose the “IGNORE codes selections” option. 


On the other hand, if you decide, after setting file tabs or date selection 
criteria, that you really want a card set of all your records, you should 
press C to CANCEL the print sequence and return to the beginning of 
the record selection process. There you would specify that you wanted 
a set of all your records. Setting all the code fields to blank and then 
choosing option 2 to ACCEPT them will not accomplish a selection of 
all records; instead, it will mean that no records will be selected. 


NOTE: Any time you want to enter codes on a blank SELECT CODES 
screen, press 1 to CHANGE select codes. When you are finished 
entering your codes, press 2 to ACCEPT them, and signal the program 
to print the selected records. Remember to clear unwanted information 
from previous selections using CONTROL-B or CONTROL-G. 
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Printing Special, One-Time Cards 


If you want to print a Rolodex® card for a company or individual that, 
for some reason, you do not want permanently stored on your 
Compucard diskettes, you can produce it by pressing 2, for a special 
one-time card, from the CHOOSE AN ITEM TO PRINT screen. 
Compucard then displays a screen similar to the RECORD ENTRY 
screen, but it has no file tab or codes fields. 


To enter information, press E to EDIT the card. When you are finished 
typing, press CONTROL-Q to move the cursor out of the card area. 
Then, press the number corresponding to the number of special cards 
you want to print. You may print up to nine cards. 


You might also want to erase part of the card and print the edited 
version. You can clear the card from the position of the cursor to the 
end of the card area by pressing CONTROL-B, as you learned in 
Chapter 3. When your special, one-time cards have been printed, press 
M to return to the MAIN MENU. 


Remember that there is no way to store this card information as a 
record. If you decide that you want to store it after all, you must do so 
from the RECORD ENTRY screen you reach after you choose FILING 
from the MAIN MENU. 


You can also choose to print just one card after reviewing and editing 
it. As mentioned in Chapter 4, by pressing the “P for print” option on 
the RECORD REVIEW/EDIT screen, you can print the card shown on 
the screen without printing the entire set. This feature of Compucard el 
can be extremely useful if you seldom update large numbers of records, 

but occasionally need single reprints. 


Printing a Summary List 

The third option on the CHOOSE AN ITEM TO PRINT screen allows 
you to print a summary list. Summary lists can be printed in either file 
tab order and may include all, or only some, of the records in a card 
set. They are often useful as master lists when you want to get an 
overview of the records in a card set, or when you want to delegate the 
task of deleting selected records to another person. 


Summary lists show you the contents of both file tabs and the select 
codes assigned to a record, the date of original entry, and the last time 
a record was updated. To print a summary list, press 3 from the 
CHOOSE AN ITEM TO PRINT screen, and proceed as you have 
learned to select the records you want printed. Finally, load paper in 
your printer in place of Rolodex® cards to print a list. 





Printing on One-Up and Two-Up Cards 


Finally, Compucard allows you to print on one-up and two-up Rolodex® 
cards. Both standard card sizes, 2-1/4" x 4" and 3" x 5", are 
available in one-up and two-up formats. You must specify which format 
you want to use each time you print Rolodex cards. You specify your 
choice from the ROLODEX CARD ALIGNMENT screen. By pressing 1, 
you indicate that you want to print on one-up cards; pressing 2 selects 
two-up cards. NOTE: The carriage width of your printer may prohibit 
you from printing on two-up 3" x 5" cards. 


Deleting the Sample Card Set from Your 
Diskettes 


You have already learned how to erase individual records from a card 
set. Some day you may decide that an entire card set is no longer 
useful, and that you want to remove it from your diskettes to make 
room for another set. 


To delete the SAMPLE set or any other set, begin at the CARD SETS 
ON DISK screen. Choose option 3 to delete a set. On the next screen, 
you will type the name of the card set you want to delete and press 
RETURN. You can confirm that the set has been deleted by looking 
once again at the CARD SETS ON DISK screen. The name of the set 
you deleted has been removed. From this point, you could exit 
Compucard, or work on another card set. 


This completes the simple deletion process. Along with the names and 
data stored in the set, card size specifications and print mode, the file 
tabs, and printer type are also erased. The space is once again 
available for creating a new card set or sets. 


* * & 


In this chapter the SAMPLE card set was used to illustrate how 
Compucard works to print summary lists, complete and partial card 
sets, and special cards not stored on your diskettes. Having read this 
far in the manual, you have been through all the basic functions of the 
Compucard program. In Chapter 6, you will receive pointers on setting 
up your own card set. 
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: Chapter 6 
Creating Your Own Card Set 


Now that you have used Compucard on the SAMPLE card set, and you 
have seen the way the program works, you are ready to begin using 
Compucard to create your own card sets. The three functions you 
performed on the SAMPLE set are the same ones you will perform with 
your own card sets: set up, filing, and printing. 


This chapter explains the few simple choices you need to make to 
computerize your own Rolodex® card file. These choices are discussed 
in the order in which you will make them. 


Setting Up 


You must make several choices to set up your own card set. Once you 
have specified your choices for any given card set, they cannot be 
changed, so plan your card set carefully. Each choice will be discussed in 
the following section. The choices you must make involve: 


= The name of the card set 

a The size of Rolodex® card you will use 
a The printer and print mode you will use 
= The names for your file tabs 

= The size of your card set 


Because you have practiced with the SAMPLE set, you will already be 
familiar with the screens you will use to enter this information. If you 
make a mistake during set up, you can recover using instructions on the 
screens. 


To create your own card set, move through the Compucard menus to 
the CARD SETS ON DISK screen. From the CARD SETS ON DISK 
screen, press 2 to CREATE a new card set. The next step is to give 

your card set a name. When naming a card set, remember: 


= The name may contain no more than 8 characters. 

us The name may contain letters of the alphabet, numerals, and 
periods, but the first. character must be a letter of the alphabet. 

= Be sure that the name you choose reminds you of the contents 
of your card set. 


ae 


After naming the card set, you complete several simple procedures to 
allocate space on your diskettes for it. First, you tell Compucard the 
size of the Rolodex® cards you want to use. Then, you indicate 
whether you will be printing in normal or condensed characters. Next, 
you name your file tabs. Finally, you specify the number of records 
your card set will hold. Since card size and print mode affect the 
number of records you may store on a pair of diskettes, once you have 
chosen card size and print mode, you can use the charts below to 
determine the maximum number of records your card set can hold. 


Choosing Card and Print Size 


Compucard allows you to print on one of two sizes of Rolodex 
continuous-form cards and in one of two print modes, normal or 
condensed. When you create a new card set, you must specify a card 
size and print mode for it. Once you have entered these specifications, 
they cannot be changed on this card set, because they determine the 
number of characters you are allowed to type on the Compucard 
RECORD ENTRY screen. The card size you select does not affect your 
summary lists. You can choose a different combination of card size and 
print mode for each card set on your diskettes, if you have more than 
one. 


Refer to the chart below to see the number of characters and lines you 
may type for each combination of card size and print mode. 


Card Size Condensed Print Normal Print 
2-1/4" x 4" 45 characters x 10 lines 35 characters x 6 lines 
3" x 5" 70 characters x 14 lines 45 characters x 10 lines 


Three Compucard screens, titled CHOOSE A CARD SIZE, CHOOSE 
PRINTER TYPE, and CHOOSE PRINT SIZE allow you to enter your 
specifications. (If your printer does not support printing in condensed 
characters, Compucard will not display the third screen in the series.) 


When you have made your selections, Compucard will automatically 
display the appropriate data entry screen. The size of the card at the 
top of the screen represents the correct line and character limitations, 
so that what you type in it will fit on your cards. You may type 
information in the entire card, because Compucard prevents you from 
exceeding your card’s size limits. In addition, the program automatically 
reserves space to print the date stamps, your file tabs, and your select 
codes. ; 
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After naming your card set, you will see the screen to use for labeling 
its file tabs. The file tabs provide access to records once they are 
stored. Together the tabs represent one of the most useful features of 
Compucard, so you should spend time deciding what category of 
information each tab will represent. If you assign file tab names that 
you will readily associate with the type of information the tab identifies, 
searching for records later will be easier. 


The chart below shows seven card sets and the names of file tabs that 
might be useful with these sets. They are provided to give you ideas 
about the variety of ways you might use your own file tabs. Remember, 
one record may have two different file tabs, but each tab must 
represent a different category of information. For example, each of the 
records in the SAMPLE set has one CONTACT file tab and one 
ORGANIZATION file tab. One record could not have two different 
CONTACT tabs, however. 


Card Set File Tab 1 File Tab 2 
BADCHECK SIGNER BANK DRAWN UPON 
LIBRARY AUTHOR SUBJECT 

WINELIST VARIETAL WINERY 

CLIENTS SURNAME BRANCH OFFICE 
PARTS PART # MANUFACTURER ~ 
PRODUCTS NAME SALESPERSON 
MAILLIST SURNAME ZIP CODE 


The first card set listed above, BADCHECK, was created by a small 
neighborhood grocery to keep track of bad checks. The set’s records 
contain the names and addresses of customers who have written bad 
checks to the store. Each check-out counter has a set of cards printed 
in file tab 1 order (by the signer’s last name), so that the clerks can 
look up customers’ records to approve checks. 


File tab 2, assigned by the name of the bank returning the check, is 
used by the store’s bookkeeper to keep summary lists, by bank, of 
returned check transactions. When the checks are made good, records 
are deleted from the set, and at the end of each day, cards for the 
deleted records are removed from the counter card files. 


As another example, you might use Compucard for maintaining a home 
library card catalog. You could use the card area for entering 
information such as title, author, date, and location of each book, as 
well as a brief deen of the Book. You could assign AUTHOR and 
SUBJECT as file tabs if you wished. 


most valuable elements of the program for filing and retrieving record 
information. Because it would be tedious and time-consuming to 
reassign file tabs after entering a large number of records into your 
card set, think carefully about how you want to use the file tabs before 


ee 
ie 
The uses of Compucard are numerous, and the file tabs are one of the — 
nO 
you create your set. as 


When assigning file tabs, the following points are important to 
remember. Cue 


= You may use up to 15 characters in a file tab. They may be 
numerals or letters of the alphabet. 


= Because of the way computers compare numbers, when you 
want numeric file tabs listed in ascending order, you must plan 
ahead. First, determine the largest number of places (within 
Compucard’s 15-character limit) in any numeric file tab you — 
will have. If you will use a tab that has fewer than this number 
of places, you must fill the blank spaces at the beginning of 
the tab with zeroes. For example, the following numbers would 
be listed in ascending order only if they were entered into the 
file tab brackets this way: 0001, 0043, 0156, 3040. 


= When you enter new records, always remember to type 
information into the appropriate file tab category. Entering the 
name of a branch office instead of a surname in file tab 1 in 
the CLIENTS card set above, for example, would result in a 
jumbled index and would prevent you from locating the record 
by either file tab. 


= If you create more than one card set, or if your file tab 
categories are difficult to remember, print them on a special, 
one-time card and keep it in your Rolodex® card file for easy 
reference. 


= On every record, the first file tab must always be filled in. 
Without this tab, you could never locate a record after you 
had created it. The second file tab is not required to run 
Compucard, but using two file tabs allows you greater 
flexibility. 


a In addition to the select codes described in the next section, 
you can use the file tabs to select a subset of cards to print. 
The file tab selection exercise in Chapter 5 contains an a 
example. 
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Establishing the Number of Records in Your 
Card Set 


Once you have established the card size and print mode for your card 
set, you can determine the number of records it will hold. The figures 
on the chart below are the maximum number of records you may store 
on your double-drive Apple for each of the four card size/print mode 
combinations described above. This means that you can store one large 
card set, or several smaller ones totaling the maximum number on the 
chart. 


Once you have allocated space for a number of records in a set, you 
cannot increase the number. Use the next chart to plan carefully the size 
of each of your card sets. It is a good idea to allow for more records 
than you think you will need, in case you decide, at a later date, to add 
more records than you originally planned. 


Card Size/Print Format Maximum Number 
of Records 

21/4" x 4" normal 600 records 

2 1/4" x 4" condensed 300 records 

3" x 5" normal 300 records 

3" x 5" condensed 150 records 


The CHOOSE SET SIZE screen provides space for you to enter the 
number of records you want in a card set. If there is no longer enough 
room on the diskettes you are using, the FAILED SET CREATION 
screen will be displayed. 


Once you have entered all the set up specifications into Compucard, 
you will see the confirmation screen telling you that your card set has 
been created. Then, you will see the MAIN MENU. To enter records, 
you will choose 1 for FILING. 


Filing Ideas 


As you learned with the SAMPLE card set, filing and indexing is 
automatic with Compucard. Since you have already determined the 
information that will go into your card set and assigned its file tabs 
during set up, the only decision you need to make now is how you want 
to set up your coding system. A well-planned coding system can give | 
you great flexibility in printing subsets of your records. 


Depending on your needs, your coding system may be simpler or more 
complex than the one designed for the SAMPLE card set. You should 
consider carefully what characteristics or categories describe the people 
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or organizations you work with. Determine the characteristics that will 
define subgroups important to you, and base your coding system on 
them. Plan ahead. Entering your select codes at the same time you 
enter the rest of the information in your records will save you time and 
trouble. 


It is also recommended that you print your select codes on a special, 
one-time card for filing in your Rolodex® card file for easy reference. 


The Select Codes 


The numerals or alphabetic characters you assign to identify 
characteristics about your records are called select codes. As you have 
seen, Compucard can select a subset of cards from a card set according 
to your code(s) and print just that subset. 


Use of the select codes feature of Compucard is optional; however, you 
can save time and effort when printing special sets or subgroups of 
your cards by using it. Designing a useful coding system is not difficult. 
The next section offers some suggestions to help you create a system to 
meet your needs. 


Compucard lets you use ten code positions to identify characteristics 
that are important to you. Then, you can quickly select a subgroup of 
the records that possess those characteristics and print a new card set 
or summary list. 


The ten code positions in a Compucard record can be used separately 
or in any combination. Each code position can hold one of 36 codes 
(the numbers 0-9 and all the letters of the alphabet). You might use the 
chart in Chapter 5 as a guide for creating your own coding system. Set 
up columns according to code position, characteristic, and the actual 
code assigned. If your coding system is complicated, you will probably 
want to keep a copy of your chart near the computer for easy 
reference when you are using Compucard. If you have several card sets 
on disk, you may assign different codes to each set. In this case, it will 
be especially important to have a printed record in your Kolodex® card 
file of the codes used in each set to avoid confusion. 


Selecting Cards to Print 


You have experimented with the printing process using the SAMPLE 
card set. Printing your own records, whether all or a selected group, is 
accomplished in the same way. You can perform some simple printing 
experiments with your own card set to learn the many ways you can 
generate a variety of card sets from your master set. 
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—* | 
—_ | 
sr In performing print selections using Compucard codes, remember: | 
i = The numbered series of four brackets on the SELECT CODES | 
se screen is used for entering exact matches to codes of the | 
records you want to select. Exact match selections result in - | 
rr printed card subsets containing only those records in your i 
master set whose codes have the same characters in the same 
—— positions. 


= The MIN and MAX range selection brackets select records 
= whose codes fall between the specified range of codes. Any 
record containing a code between the minimum and maximum : 
— codes will be printed. | 
| 


= For purposes of minimum-maximum comparisons, the numeric | 
=e characters 0-9 have values “lower than A.” | 


a Within the minimum and maximum code ranges, codes are 

—" compared to the limits on a character-by-character basis. The 
comparison is not made on the codes as a whole. For instance, 
<e a hypothetical minimum code field of ABCOOO and a maximum 


of ABC456 would not select the following records: 
i ABC007 ABCO60 ABC357 ABC266 ABC447 
Mass The reason? In each example, a character in one position is 
Sl greater than the character in the corresponding maximum code 
_ field position. Even though a comparison of values as a whole 
eo would select the records, the fact that individual characters 
exceed a position-specific value precludes their selection. 
nls m Floating codes are codes you specify in the “floaters” brackets. 
7 Any record containing a floating code character in its code 
i field, regardless of position, will be selected for printing. 
a = Finally, be sure that your card set actually includes records 
aN whose codes are within the ranges you specify. Some 
: | Compucard users become confused when they specify a range 
~ and no records are printed. Usually, the explanation is that 
they have specified limits within which no coded records fall. 
mee Compucard’s coding features are so versatile that you may never need 
to use them all. Your imagination and planning will help you create a 
a er unique and versatile coding system tailored to your operations. 





Printing Your Rolodex® Cards 


Printing Rolodex® cards for the records you have selected is as easy as 
instructing the computer to do so. You can always decide not to print 
selected records before the printing process begins by pressing C to 
CANCEL the printing on any screen on which this option appears. In 
the event you want want to stop the printing process once it has begun, 


press CONTROL.C. 


When You Run Out of Diskette Storage 
Space 


One day, you will use up all the storage space on your pair of working 
copy diskettes. When that happens, you can always create more card 
sets by following the instructions in Chapter 2, and by referring to the 
suggestions offered in this chapter. You will make a fresh copy of the 
Compucard master diskette to use as a new working diskette. 
Remember to create a second, formatted diskette to use with the new 

_ working copy, as well. When you label these new diskettes, be sure to 
note on the labels that they are a pair. In this way, you can store nearly 
limitless pairs of diskettes to hold as many Compucard card sets as 
your operations will ever require. 


* * 


You have now reached the end of The Compucard User’s Manual. If 
you have read it all the way through and completed each exercise, you 
have practiced all of Compucard’s operations on a SAMPLE card set. 
While your own use of the program will depend upon your particular 
needs, you will find Compucard simple and flexible in its operation. 
Once you are using the program regularly, you will probably not need 
to refer to this manual. The screens will tell you what you need to 
know. However, you may find the screen flow chart contained in 


Appendix B useful as you begin to experiment with Compucard on your 
own. 
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Appendix A 
Compucard Technical Notes 
ProDOS Version 


This appendix contains information for the technically adept user. If you 
feel that you need to perform one of the operations described here, but 
you are uncomfortable with the degree of technical skill required, please 
contact your computer dealer for assistance. 


Interfacing Printers 


Compucard normally directs output intended for the printer to the 
device connected to the card in slot #1. In the standard Apple 
configuration this slot contains an interface card for a parallel printer. 


If you are using a printer with an RS-232 serial interface that requires 
use of the ETX/ACK protocol, or if you have more than one printer 
connected to your machine, it may be necessary to direct Compucard’s 
output to the device connected to the card in slot #2. 


ee ee 


To direct printer output away from slot #1 and toward slot #2, perform 
the following sequence of operations. 


1 PRESS eh from the MAIN MENU screen. (Note that this is 
an unlisted option.) 


2 SELECT the following when the EXPERT USER OPTIONS 
screen appears: 


2 to SWAP printer and remote 


This will swap the PRINTER (slot #1) and REMOTE (slot #2) 
device assignments, and result in the printer’s output being 
directed to the alternate port. Repeating the sequence will once 
again exchange the PRINTER and REMOTE devices and 
restore printer output to the device connected to the card in 
slot #1. 
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Printer Protocol Selection 


If your printer requires a software handshaking protocol, you 
may select a protocol using the switches on your serial interface 
card, or you may install one by using the procedure outlined 
below. DO NOT do both! To install an ETX/ACK protocol 
without changing any interface card switches, do the following: 


START at the MAIN MENU screen. 
PRESS Ane . (Note that this is also an unlisted option.) 


SELECT the following when the EXPERT USER OPTIONS 
screen appears: 


3 to change printer PROTOCOL 


SELECT from the following options when the SELECT 
PRINTER PROTOCOL screen appears: 


1. NONE - This choice disables all software handshaking. It is 
the appropriate choice for virtually all parallel printers, and 
many serial printers. If your system handles communications 
protocols in the DOS drivers, or if hardware handshaking is 
used, select this option. 


2. ETX/ACK protocol. If you choose to use this protocol, be 
sure to change the firmware switch on your serial interface card 
so that it does NOT attempt to do an ETX/ACK protocol. This 
would result in a “double ETX,” and would cause the printer to 
malfunction. 


Disabling Duplicate Checking 


Compucard normally checks for duplicates each time you enter 
a new card. If you find that the duplicate checking process is 
too time-consuming, you may follow the steps below to turn off 
the duplicate checking feature. It will remain off until you exit 
the Compucard program. 


START at the MAIN MENU screen. 


2 press foe} , 
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3 SELECT the following when the EXPERT USER OPTIONS 
screen appears: 


4 to DISABLE duplicate checking 


Configuring Compucard’s Disk Drives 


Compucard comes with two disk drives preassigned. In the event that 
you have more than two disk drives, you might choose to reconfigure 
the preassigned set up. To do so, select the first option on the EXPERT 
USER screen you have used above. You will see the following screen: 


DRIVE CONFIGURATION Compucard 
Compucard System 
Logical Drive Physical Drive 
ED ead eetacdeo on etaeta teers A 
Der Bante ec teal fe B 


— Press 1 or 2 to select Compucard Drive. 
Then press A - P to assign System Drive, 
or press X to remove a drive assignment. 
Press RETURN to accept configuration. 


System physical drive letters represent the following drives: | 
Slot Drive Physical System Drive | 


LP OUD oO 
NHN Ne 
ty) A G) Cd 


Before following the screen instructions to change drive configuration, 
two cautions are in order. First, be sure you make a backup copy of 
your Compucard working copy diskette. If you make a mistake during 
drive reconfiguration, it is possible that you will be unable to use the 
Compucard diskettes in your computer. 


Second, be careful not to change the names of either of the program 
files ROLODEX.SYSTEM or ROLODEX.ROOT. If you do so, the 


system will not run. 





After you press RETURN to accept the drive configuration shown on 
the screen, you will see the CHANGE CARD SETS screen. Enter the 
name of the card set you want to use and proceed as instructed. 


Disaster Recovery Notes 


It is not possible to overemphasize the importance of frequent, routine 
system backups. The costs in both time and money are far outweighed 
by the ability to recover your data in the event of hardware, operator, 
or power failure. The filer on your DISKMANAGER diskette provides a 
convenient way to copy entire Compucard volumes for backup 
purposes. Take the time to become comfortable with the use of the 
DISKMANAGER. 


Every Compucard user will on some occasion need to resort to backup 
copies of the data or programs. However, should you find yourself with 
a damaged card set and no recent backup diskettes, the following may 
be helpful. 


If, for some reason, it appears that any of the system indices are not in 
correct order, it may be possible to reconstruct a valid set of indices by 
choosing the index regeneration option found on the EXPERT USER 
OPTIONS screen. This is the last option on the screen, which you can 
reach following the steps described above. 
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Appendix C 


The following editing commands are available when using the software 
described in this manual. You enter control commands by holding down 
the CONTROL key at the same time you press the letter key. The 
arrow keys may also be used, but if you use the arrow keys, you do 
not need to hold down the CONTROL key. All commands may be 
repeated in rapid sequence by holding down the appropriate key(s). As 
used here, the term “word” means all the characters of a word and the 
blank space or carriage return at the end. 


Cursor Movement Commands 


The following commands move the cursor without affecting text. 


Right Arrow Key or CONTROL-D - Move Cursor 
Right 
The right arrow key or CONTROL-D moves the cursor to the right. 


Left Arrow Key or CONTROL-S - Move Cursor 
Left | 
The left arrow key or CONTROL-S moves the cursor to the left. 


Up Arrow Key or CONTROL-E - Move Cursor Up 


The up arrow key or CONTROL-E moves the cursor up to the 
corresponding position on the preceding line. If the cursor is on the top 
line, the up arrow key or CONTROL-E moves the cursor to the 
beginning of the line. 


Down Arrow Key or CONTROL-X - Move Cursor 
Down 

The down arrow key or CONTROL-X moves the cursor down to the 
corresponding position on the next line. 


CONTROL-I or TAB - Move Cursor to Next Ta 
Stop 7 


——— 


CONTROL-I or TAB moves the cursor forward to the next tab stop. 
The left margin is a tab stop, so if there are no more tab stops on a 
line, CONTROL-I or TAB will move the cursor to the beginning of the 
next line. 





CONTROL-A - Move Cursor Left to Beginning of 
Word (Apple Ile only.) 


CONTROL-A moves the cursor left to the first character of a word. If 
the cursor is within a word, CONTROL-A moves the cursor to the 
beginning of that word. If the cursor is at the beginning of a word, 
CONTROL-A moves.:the cursor to the beginning of the preceding word. 


CONTROL-F - Move Cursor Right to Beginning of 
Word 


CONTROL-F moves the cursor to the first character of the word 
immediately following the word in which the cursor is positioned. 


RETURN - Move to Beginning of Next Line 


RETURN moves the cursor to the first character position on the next 
line of the screen. NOTE: RETURN is a cursor movement command 
only. Text is not affected whether insert mode is on or off. To insert a 
blank line, see CONTROL-N below. 


Deletion Commands 


The following commands are used to delete text. 


CONTROL-G or DELETE - Delete Character at 
Cursor 


CONTROL-G or DELETE deletes the character at the cursor position. 
Text to the right of the cursor moves left one character space. 


CONTROL-.-T - Delete Word 


CONTROL-T deletes the word (including the space at its end) to the 
right of the cursor. If the cursor is positioned within a word, 
CONTROL-T deletes all characters from the cursor position to the 
beginning of the next word. Text to the right of the cursor moves left. 


CONTROL-Y - Delete Line 


CONTROL-Y deletes the entire line on which the cursor is positioned. 
All subsequent lines move up. The cursor moves to the left margin. 


CONTROL-B - Delete to End of Card Area 


When editing cards, CONTROL-B deletes all the characters from the 
cursor position to the end of the card area. A verification message 
following the CONTROL-B command safeguards against deleting 
material accidentally. 
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CONTROL B - Delete Line on Select Codes 
Screen 


When editing fields within brackets on the SELECT CODES screen, 
CONTROL-B will delete all the characters from the cursor position to 
the end of the brackets. In this case, no verification message is 
displayed. NOTE: Single characters within the floaters brackets should 
be erased using CONTROL-G. | 


Insertion Commands 


The following commands are used to insert text or blank lines into 
existing text. 


CONTROL-V - Insert Mode Control 


CONTROL-V* works as a switch to turn insert mode on or off. If insert 
mode is on, pressing CONTROL-V turns off insert mode and turns on 
typeover mode. If insert mode is off, pressing INS or CONTROL-V 
turns insert mode on and turns off typeover mode. When insert mode is 
on, an asterisk is displayed and typing will insert characters at the 
cursor position. All other text moves to the right to make room for the 
text being inserted. 


CONTROL-N - Insert Blank Line 


CONTROL-N inserts a blank line at the line of the cursor and leaves 
the cursor at the first character position of the new blank line. All other 
lines move down. CAUTION: The bottom line is removed. If there is 
any text on the bottom line, it cannot be recovered. (SGMARTERM 
80-column card users press CONTROL N twice.) 


Line Manipulation Commands 


The following commands are used to manipulate complete lines of text. 


CONTROL-W - Exchange Lines Up 


CONTROL-W exchanges the line on which the cursor is positioned with 
the line immediately above it. 


CONTROL-Z - Exchange Lines Down 


CONTROL-Z* exchanges the line on which the cursor is positioned with 
a the line immediately below it. 





“Apple Ile only. 
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CONTROL-O - Save Template 
CONTROL-O copies into the computer’s memory the entire zyp 


template. 

CONTROL-P - Recall Template 

CONTROL-P recalls to the screen the zyp template saved by 
CONTROL-O. 


CONTROL-R - Move Cursor to Next Colon 


CONTROL-R quickly moves the cursor to the next colon on a zyp 
template screen. 


CONTROL-Q - Exit Edit 


CONTROL-Q pressed once from the edit/review or zyp template 
screen moves the cursor from the screen into the first file tab; pressed 
a second time, CONTROL-Q initiates the filing process. 


CONTROL-C - Stop Print in Progress 


CONTROL-C is a system break key and stops a print already in 
progress. 


Set Review Commands 


The following commands can be helpful in searching through names. in a 
card set during the “review/edit” process. 


Up Arrow Key or CONTROL-E - Move Cursor Up 
One Name in a Set 


The up arrow key moves the pointer on a search list back one name. 


Down Arrow Key or CONTROL-X - Move Cursor 
Down One Name in a Set 


The down arrow key moves the pointer on a search list one name 
ahead. 


CONTROL-C - Move Down One Screen Listing 


CONTROL-C moves the pointer down one screen listing of the names 
in a set and is useful for scrolling through a very long card set. 


CONTROL-R - Move Up One Screen Listing 


CONTROL-R moves the pointer up one screen listing of the names in a 
set and is useful for scrolling through a very long card set. 
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Selection Range-Limit Commands 


CONTROL-W - Move Selection Limit Back 1% of 
a Card Set 


CONTROL-W changes file tab limits when you select records to print 
by file tab. It allows you to move back 1% of a card set. 


CONTROL-Z - Move Selection Limit Forward 1% 
of a Card Set 


CONTROL-Z* changes file tab limits when you select records to print 
by file tab. It allows you to move forward 1% of a card set. 


CONTROL-R - Move Selection Limit Backward 
10% of a Card Set 


CONTROL-R changes file tab limits when you select records to print by 
file tabs. It allows you to move backward 10% of a card set. 


CONTROL-C - Move Selection Limit Forward 
10% of a Card Set 


CONTROL-C changes file tab limits when you select records to print by 
file tabs. It allows you to move forward 10% of a card set. 


*Apple Ile only. 
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